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PREFACE 


This  Accounting  Manual,  Part  I,  has  been  prepared  in  accordance  with 
G.L.  (Ter.  Ed.)  Ch.  7,  S.16,  as  amended,  which  provides  as  follows: 

"The  comptroller  shall  design  and  install  an  accounting 
system  for  the  commonwealth  and  prescribe  the  requisite 
forms  and  books  of  account  to  be  used  by  each  department, 
office,,  commission  and  institution  of  the  commonwealth. 
No  form  or  book  of  account  other  than  that  prescribed  as 
aforesaid  shall  be  used  without  the  approval  of  the 
comptroller.  He  may  revise  such  forms,  books  or  system 
from  time  to  time.  He  shall  prepare  and  distribute  a  book 
of  instructions  covering  the  use  and  application  of  said 
accounting  system  for  the  guidance  of  the  various  departments, 
offices,  commissions  and  institutions  of  the  commonwealth." 

Accounting  procedures  and  instructions,  relating  to  Materials  and  Sup- 
plies -  Stock  Ledger,  Farm  Accounting  and  Functions  of  General  Ledger  Accounts 
are  included  in  this  Accounting  Manual  (Part  I). 

Accounting  Manual,  Part  2,  is  for  the  use  of  those  agencies  of  the  Com- 
monwealth required  to  accumulate  costs  for  reimbursement  by  governmental 
agencies  and  private  insurers  for  hospital  and  health  care. 

This  Accounting  Manual  (Part  I)  should  be  used  in  conjunction  with  the 
Manual  of  Procedures  for  Encumbrance-Expenditure  Forms  Preparation  as  many  of 
the  forms  referred  to  in  this  Accounting  Manual  (Part  I)  are  described  in  the 
Manual  of  Procedures  for  Encumbrance-Expenditure  Forms  Preparation  together 
with  information  required  for  their  preparation. 

The  purpose  of  this  manual  is  to  provide,  under  one  cover,  accounting 
procedures,  detailed  instructions  and  information  for  the  guidance  of  the  per- 
sonnel in  the  accounting  and  bookkeeping  divisions  of  all  spending  agencies  of 
the  Commonwealth  of  Massachusetts. 

This  manual  includes  subjects  which  may  not  apply  to  the  recording  of 
financial  activities  of  all  spending  agencies.  Those  subjects,  however,  which 
do  apply  to  your  agency  should  be  carefully  studied  and  followed  in  order  to 
achieve  uniformity  and  coordination  of  the  accounting  procedures  of  all  agen- 
cies with  the  controlling  accounts  and  records  of  the  Comptroller's  Division. 

It  is  important  that  this  manual  should  be  available  for  use  by  all  of 
the  personnel  who  assist  in  any  of  the  activities  concerned  with  the  financial 
transactions  of  the  spending  agencies. 

The  purpose  for  which  this  manual  was  designed  will  not  be  realized  un- 
less full  advantage  is  taken  of  it.  Whenever  a  question  arises  as  to  the  cor- 
rect accounting  procedure  to  be  followed,  the  Contents  and  Index  of  the  account- 
ing manual  should  be  consulted  to  determine  if  the  answer  can  be  found  in  this 
manual.  Only  after  a  diligent  effort  has  been  made  toward  this  end  and  there 
still  remains  a  question  as  to  the  correct  procedure  to  follow  should  the  Comp- 
troller's Division  be  contacted  by  telephone  or  letter. 


PREFACE  (Continued) 

Additional  pages  and/or  changes,  when  issued,  should  be  placed  in  their 
proper  places  in  the  Accounting  Manual  binder  as  soon  as  they  are  received. 

Part  I  and  Part  III,  of  previous  Accounting  Manuals,  and  amendments 
thereto,  are  superseded  by  this  manual. 

Your  continued  cooperation  and  assistance  is  respectfully  requested. 
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XXI 


APPROPRIATIONS  AND  ALLOTMENTS 


A.  Appropriations 
1.  Definitions 


Fiscal  Year  -  A  "Fiscal  Year"  is  defined  as  the  year  by  or 
for  which  accounts  are  reckoned.  The  fiscal  year  of  the 
Commonwealth  of  Massachusetts  begins  July  1  and  ends  June  30 


b.  Appropriations  -  Appropriations  are  amounts  authorized  by  the 
Legislature  for  a  determinable  period  of  time  from  which 
expenditures  may  be  made  and  obligations  incurred  for  specific 
purposes.  To  appropriate  has  been  defined  as  "to  set  apart 
from  the  public  revenue  a  certain  sum  of  money  for  a  specified 
object  in  such  manner  that  the  executive  officers  of  the  government 
are  authorized  to  use  that  money  and  no  more,  for  that  object 
and  for  no  other. " 


Types  of  Appropriations  -  Appropriations  are  classified  as  maintenance 
appropriations,  appropriations  for  other  than  ordinary  maintenance, 
and  appropriations  financed  by  sale  of  bonds  and  notes. 


a.  Maintenance  Appropriations  -  An  appropriation,  shall  be  for  the 
ordinary  maintenance  of  the  spending  agency  for  the  fiscal 
year  unless  otherwise  specifically  provided  in  the  appropriation 
act.   (G.L.  (Ter.  Ed.)  C.29,  S.  12) 

(1)  That  portion  of  an  appropriation  for  ordinary  maintenance 
representing  encumbrances  outstanding  on  the  records  of  the 
Comptroller's  Division  at  the  close  of  the  fiscal  year  may  be 
applied  to  the  payment  thereof  in  the  four  months  immediate- 
ly succeeding  such  fiscal  year,  provided,  however,  that  the 
Budget  Director  at  the  written  request  of  a  spending  agency 
may,  prior  to  the  close  of  said  four  months,  extend  for  an 
additional  two  months  the  recorded  encumbrances  outstanding 
and  the  funds  reserved  therefor,  by  furnishing  the  Comptroller 
with  a  copy  of  said  request  and  his  approval  thereof.  The 
unencumbered  balance  of  an  appropriation  for  ordinary  maintenance 
shall  revert  to  the  Commonwealth  at  the  close  of  the  designated 
fiscal  year. 

(2)  Some  items  of  appropriation  read  in  part  "prior  appropriation 
continued",  "unexpended  balances  are  hereby  reappropriated" ,  etc. 
If  such  appropriations  do  not  carry  a  specific  expiration  date, 
they  should  be  considered  and  functioned  as  maintenance  approp- 
riations. 
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APPROPRIATIONS  AND  ALLOTMENTS  (Cont'd) 

A.  Appropriations  (Cont'd) 

2.  Types  of  Appropriation  (Cont'd) 

b.  Appropriations  for  Other  Than  Ordinary  Maintenance 

(1)  Certain  appropriations  have  a  specified  expiration  date 
giving  such  items  a  life  greater  than  that  of  a  maintenance 
appropriation.  In  such  instances  those  encumbrances 
outstanding  on  the  specified  expiration  date  do  not  acquire 
an  indefinite  life  but  are  subject  to  the  same  limitations 

as  those  items  encumbered  against  a  maintenance  appropriation 
at  the  close  of  business  on  June  30th. 

(2)  Up  to  the  date  of  expiration,  the  spending  agency  will 
carry  these  appropriations  on  their  books  and  function 
them  as  Special  Appropriations.  After  the  expiration  date 
the  Spending  Agency  will  prepare  closing  journal  entries 
to  revert  the  unencumbered  balances  remaining  in  the 
allotment  and  appropriation  accounts.  Journal  entries 
will  also  be  prepared  to  close  the  encumbrances  outstanding 
on  these  accounts  as  of  the  specified  expiration  date  and 
to  reserve  the  amount  required  to  pay  these  encumbrances 
during  the  next  fiscal  year.  This  amount  will  be  set  up 

in  the  State  Treasurer  Maintenance  Reserve  account  and 
added  to  the  amount  required  to  pay  outstanding  encumbrances 
pertaining  to  the  Maintenance  Appropriation  at  the  close 
of  the  fiscal  year.  During  the  succeeding  fiscal  year 
encumbrances  pertaining  to  accounts  with  a  specified  ex- 
piration date  will  be  handled  as  Accounts  Payable  in  the 
same  manner  as  those  of  a  Maintenance  Appropriation. 

c.  Appropriations  Financed  by  Sale  of  Bonds  and  Notes  -  Appro- 
priations financed  by  the  sale  of  bonds  and  notes,  unless 
otherwise  specifically  provided  (in  the  appropriation  act), 
shall  be  available  for  expenditure  in  the  five  fiscal  years 
following  June  thirtieth  of  the  calendar  year  in  which  the 
appropriation  is  made  and  any  portion  of  such  appropriation 
representing  encumbrances  outstanding  on  the  records  of  the 
Comptroller's  Division  at  the  close  of  such  fifth  fiscal  year 
may  be  applied  to  the  payment  thereof  any  time  thereafter. 
The  unencumbered  balance  shall  revert  to  the  Commonwealth 

at  the  close  of  such  fifth  or  other  designated  fiscal  year. 
(G.L.  (Ter.  Ed.)  C.  29,  S.  14).  The  spending  agency  will 
carry  these  appropriations  on  their  books  and  function  them 
as  Special  Appropriations. 
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APPROPRIATIONS  AND  ALLOTMENTS  (Cont'd) 
A.  Appropriations  (Cont'd) 

3.  Recording  Appropriations 

a.  General  Ledger  -  The  Comptroller's  Division  Daily  Statement  of 
Transactions'*is  the  official  notification  of  amounts  appropriated. 
Such  notification  will  be  the  basis  for  the  following  journal  entry 
to  be  posted  to  the  General  Ledger: 

Debit:   State  Treasurer  Maintenance  Appropriation  (1) 
State  Treasurer  Special  Appropriation     (2) 

Credit:  Maintenance  Appropriation  (1) 

Special  Appropriation  (2) 

(1)  Appropriation  for  ordinary  Maintenance 

(2)  Appropriation  for  other  than  ordinary  Maintenance 

b.  Budgetary  Control  Register  -  When  official  notification  of  amounts 
appropriated  is  received  such  amounts  will  be  recorded  on  the  app- 
licable subsidiary  accounts  in  the  columns  headed  "Total"  and  "Un- 
allotted" under  the  section  headed  "Appropriation". 

4.  Expenditure  of  Appropriations  -  Appropriations  by  the  Legislature,  that 
have  been  allotted. shall  be  expended  only  in  the  amounts  prescribed  in 
the  subsidiary  accounts,  if  any,  established  by  the  Joint  Committee  on 
Ways  and  Means. 

5.  Transfers  between  Subsidiary  Accounts  -  Excepting  the  account  entitled 
"-01  Salaries,  Permanent  Positions"  the  several  subsidiary  accounts  may 
be  increased  or  decreased  by  interchange  with  any  other  such  subsidiary 
account  within  the  same  appropriation  account  upon  certification  to 

the  Budget  Director  that  such  interchange  is  required  to  meet  unforeseen 
emergencies  and, if  applicable,  is  approved  by  the  Secretary  in  charge 
of  the  Spending  Agency.  Transfers  into,  or  out  of,  subsidiary  account 
-01  require  the  prior  written  approval  of  the  house  and  senate  committees 
on  ways  and  means.   (G.L.  (Ter.  Ed.)  C.29,  S.29). 

Recent  appropriation  acts  have  restricted  transfers  between  various  other 
subsidiary  accounts. 

6.  Official  Notification  of  Transfers  between  Subsidiary  Accounts  - 
The  official  notification  of  such  transfers  between  subsidiary 
accounts  is  the  Daily  Statement  of  Transactions  transmitted  to 
the  spending  agency  by  the  Comptroller's  Division. 
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APPROPRIATIONS  AND  ALLOTMENTS  (Cont'd) 


B.  Allotments 


1.  Definition  -  An  allotment  is  that  portion  of  the  appropriation  made 
available  to  the  spending  agency  by  action  of  the  Governor  for  use 
during  a  period  of  time  for  specific  purposes.  (G.L.  (Ter.  Ed.) 
C.29,  S.9B). 

2.  Allotment  Period  -  The  Governor  shall  from  time  to  time  divide  each 
fiscal  year  into  allotment  periods  of  not  less  than  one  month  nor 
more  than  four  months.  (G.L.  (Ter.  Ed.)  C.29,  S.9B). 

3.  Allotments  -  The  Governor  or  the  Commissioner  of  Administration  when 
designated  in  writing  by  the  Governor  shall  allot  to  each  such  officer, 
department  and  undertaking  the  amount  which  it  may  expend  for  each 
such  period  out  of  the  sums  made  available  to  it  by  appropriation  or 
otherwise.  If  so  designated  said  Commissioner  shall  designate  such 
member  or  members  of  his  office  as  may  be  approved  by  the  Governor  to 
exercise  the  foregoing  powers  in  the  absence  of  said  Commissioner. 

The  officer  in  charge  of  each  such  office,  department  or  undertaking 
shall  submit  to  the  Budget  Director,  in  such  form  and  at  such  times  as 
he  shall  prescribe,  such  information  as  may  be  required  by  the  Governor 
or  the  Commissioner  of  Administration  for  making  periodic  supplementary 
allotments;  provided,  that  before  any  such  information  relating  to  an 
office,  department  or  undertaking  within  any  of  the  executive  offices 
established  by  Chapter  six  A  has  been  so  submitted  to  the  Budget  Director, 
it  shall  first  be  submitted  to  the  Secretary  having  charge  of  such 
executive  office,  who  shall  review  the  same  and  make  such  additions 
thereto,  deletions  therefrom  and  modifications  therein  as  he  deems 
appropriate.  (G.L.  (Ter.  Ed.)  C.29,  S.9B). 

4.  Official  Notification  of  Allotment  -  The  official  notification  of 
amounts  allotted  is  the  Daily.  Statement  of  Transactions  transmitted 
to  the  spending  agency  by  the  Comptroller's  Division. 

5.  Limitation  of  Expenditure  -  Spending  agencies  must  not  exceed,  for 
any  purpose  whatsoever,  the  amounts  allotted  by  the  Governor. 
(G.L.  (Ter.  Ed.)  C.29,  S.26). 

6.  Recording  Allotments 
a.  General  Ledger  -  The  Comptroller's  Division  Daily  Statement  of  Trans- 
actions is  the  official  notification  of  amounts  allotted.  Such 
notification  will  be  the  basis  for  the  following  journal  entry  to 
be  posted  to  the  General  Ledger. 

Debit:   Maintenance  Appropriation  (1) 

Special  Appropriation  (2) 

Credit:  Maintenance  Appropriation  Allotment  (1) 
Special  Appropriation  Allotment     (2) 

(1)  Allotment  for  ordinary  Maintenance 

(2)  Allotment  for  other  than  ordinary  Maintenance 
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APPROPRIATIONS  AND  ALLOTMENTS  (Cont'd) 

B.  Allotments  (Cont'd) 

6.  Recording  Allotments  (Cont'd) 

b.  Budgetary  Control  Register  -  When  official  notification  of  amounts 
allotted  is  received  such  amounts  will  be  recorded  on  the  applicable 
subsidiary  accounts  as  a  decrease  in  the  column  headed  "Unallotted" 
and  as  an  increase  in  the  columns  headed  "Allotted"  and  "Unencumbered 
Allotment". 
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FORMS 

A.  Forms  and  books  of  account  to  be  used  in  the  operation  of  the  Uniform 
Accounting  System  shall  be  prescribed  by  the  Comptroller.  No  form  or 
book  of  account  other  than  those  prescribed  shall  be  used  without  the 
approval  of  the  Comptroller.   (G.L.  (Ter.  Ed.)  C.7,  S.16). 

B.  The  Manual  of  Procedures  for  Encumbrance  -  Expenditure  Forms  Preparation 
has  detailed  information  relating  to  the  purposes  and  preparation  of  the 
following  forms: 

Form  No. 

1.  Purchase  Requisition 

2.  Purchase  Requisition  (Purchasing  Agent's  Division  Supply  Unit) 

3.  Purchase  Order  (Purchasing  Agent's  Division) 

4.  Change  in  Purchase  Order  (Purchasing  Agent's  Division) 

5.  Departmental  Purchase  Order 

6.  Change  in  Departmental  Purchase  Order 

7.  Reservation  of  Funds 

8.  Change  in  Reservation  of  Funds 

9.  Standard  Invoice 

10.  Travel  Expense  Voucher 

11.  Batch  Transmittal 

12.  Departmental  Payment  Voucher 

13.  Continuation  Sheet-Departmental  Payment  Voucher 

14.  Refund  of  Receipts  Voucher 

15.  Payroll  Account  Summary 

16.  Pension  Account  Summary 

17.  Invoice  Warrant 

18.  Request  for  Advance 

19.  Payroll  Return  of  Advance 

20.  Return  of  Advance 

21.  Vendor  File  Maintenance 

C.  Orders  for  goods  or  services  must  originate  on  a  Purchase  Requisition, 
Form  CD9  or  CD9A,  or  on  a  Departmental  Purchase  Order,  Form  CD11. 

1.  A  price  list  of  items  stocked  by  the  Purchasing  Agent's  Division 
Supply  Unit  is  available  to  spending  agencies.  These  items  will 

be  ordered  by  submitting  four  copies  of  Form  CD9A  (green),  Purchase 
Requisition,  to  the  Purchasing  Agent's  Division  Supply  Unit. 

2.  Purchase  Requisition,  Form  CD  9  will  be  submitted  to  the  Purchasing 
Agent's  Division  for  printing  and  commodities  to  be  ordered  by  the 
Purchasing  Agent. 

3.  A  Departmental  Purchase  Order,  Form  CD11,  will  be  issued  by  a  spending 
agency  for: 

a.  Items  on  Award  Contract 

b.  Commodities  ordered  from  the  Massachusetts  Commission  for  the  Blind 

c.  Commodities  ordered  from  the  Department  of  Correction-Industries 

d.  Certain  items  enumerated  in  the  "Manual  of  Purchasing  Policies" 
(Page  6)  issued  by  the  Purchasing  Agents  Division. 

e.  Indivisual  Purchases  under  $500.00  excluding: 
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CD 

9 

CD 

9A 

CD 

11A 

CD 

30A 

CD 

11 

CD 

30 

CD 

40 

CD 

40A 

CD 

12 

CD 

18 

CD 

41 

CD 

39 

CD 

39A 

CD 

19 

CD 

15A 

CD 

15G 

CD 

34 

CD 

5 

CD 

21A 

CD 

21 

CD 

45 

2 
FORMS  (Cont'd) 

C.  (Cont'd) 
3.   (Cont'd) 

e.   (Cont'd) 

(1)  Items  stocked  by  the  Purchasing  Agent's  Division  Supply  Unit 

(2)  Printing  and  the  paper  for  printing 

(3)  Items  on  Award  Contracts 

(4)  Items  sold  by  the  Department  of  Correction  -  Industries 

(5)  Items  sold  by  the  Massachusetts  Commission  for  the  Blind 

D.  Budget  Bureau  Form  BB-31,  Activity  Request,  will  be  used  to  effect  changes 
in  the  account  numbering  system  or  to  effect  the  addition  of  an  activity 
account.  Procedures  relating  to  the  preparation  and  submission  of  Form 
BB-31  are  distributed  by  the  Budget  Bureau. 

E.  Forms  and  regulations  pertaining  thereto,  issued  by  the  Executive  Office 
for  Administration  and  Finance,  include  the  following: 

Form  No. 

Notification  of  Ihtent  to  Apply  for  a  Federal  Grant  AF-G1 

Notification  of  Intent  to  Apply  for  a  Federal  Grant  (Personnel)   AF-G2 

Request  for  Allotment  Adjustment  and/or  Notice  of  Intersubsidiary 
Transfer  AF-3 

Authorization  of  Service  AF-4 

Authorization  for  Travel  Outside  the  Commonwealth  AF-5 

Request  for  Authorization  of  Overtime  Services  AF-6 

Purchase  of  Service  Plan  AF-7 

Purchase  of  Service  Plan,  Revision  AF-7A 

Reproduction  Equipment  Request  AF-8A 

Equipment  Purchase  and  Repair  -  Deviation  from  Schedule         AF-9 

Request  for  Professional  Recruitment  AF-10 

Report  of  Outside  Compensation  AF-11 

Use  of  State  Property  AF-16 

Data  Processing  Procurement  Request  AF-29 
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NUMERIC  CODES 

A.  Numeric  codes  are  used  for  the  identification  of  transactions  in  the 
accounting  system.  A  detailed  description  of  the  composition,  function 
and  maintenance  of  the  various  numeric  codes  is  contained  in  the  Manual 
of  Procedures  for  Encumbrance- Expenditure  Forms  Preparation  issued  by  the 
Comptroller1-  Division. 

1.  The  four  general  types  of  codes  are: 


a.  Activity  Account 

b.  Agency  Voucher  Code  Number 

c.  Vendor  Code  Number 

d.  Transaction  Type 

B.  Activity  Account  Code 

1.  An  appropriation  account  number  will  be  used  only  on  Form  AF-3, 
Request  for  Allotment  Adjustment  and/or  Notice  of  Intersubsidiary 
Transfer. 

2.  All  payment,  encumbrance  and  advance  transactions  are  processed  using 
Activity  Account  Codes. 

3.  An  Activity  Account  Code  consists  of  eight  (8)  digits  based  on  the 
organizational  structure  of  a  department. 

a.  Each  transaction  form  will  have  added  to  the  8-digit  Activity 
Account  Code  a  2-digit  subsidiary  account  number  as  outlined 
in  the  booklet  "Subsidiary  Accounts  and  Expenditure  Code  Numbers 
for  Budgetary  Control".  "The  total  10-digit  account  (8-digit 
Activity  Account  plus  the  2-digit  Subsidiary  Account)  is  the 
"Expenditure  Account"  number  recorded  on  transaction  documents. 

4.  Secretariats  together  with  other  independent  organizations  are 
identified  by  the  first  digit  or  the  first  two  digits  of  an  Activity 
Account  Code  as  follows: 

01  Legislature 

03  Judiciary 

04  Executive 

05  Secretary  of  the  Commonwealth 

06  Treasurer  and  Receiver-General 

07  Auditor  of  the  Commonwealth 

08  Department  of  the  Attorney  General 

09  State  Ethics  Commission 

1  Executive  Office  for  Administration  and  Finance 

2  Executive  Office  of  Environmental  Affairs 

3  Executive  Office  of  Communities  and  Development 
4  and  5  Executive  Office  of  Human  Services 

6  Executive  Office  of  Transportation  and  Construction 

7  Executive  Office  of  Educational  Affairs 

8  Executive  Office  of  Public  Safety 

90  Executive  Office  of  Manpower  Affairs 

91  Executive  Office  of  Elder  Affairs 

92  Executive  Office  of  Consumer  Affairs 

93  Executive  Office  of  Energy  Resources 

3-1 


NUMERIC  CODES  (Cont'd) 

C.  Agency  Voucher  Code  Numbers 

1.  An  Agency  Voucher  Code  Number  is  a  nine  (9)  digit  number  placed  by 
a  spending  agency  on  all  vouchers  documenting  payments  and  advances. 
It  will  appear  on  statements  issued  by  the  Comptroller's  Division  after 
a  document  is  processed  and  is  a  document  identifier.  A  specific 
Agency  Voucher  Code  Number  will  be  assigned  to  one  document  only  regard- 
less of  the  various  types  of  documents  prepared  on  a  given  day. 


2.  The  first  three  (3)  digits  of  the  Agency  Voucher  Code  Number  is  the 
"Agency  Code". 

a.  A  unique  Agency  Code  is  assigned  to  each  spending  agency  by  the 
Comptroller's  Division  and  identifies  the  record-keeping  point, 
within  an  Agency,  where  documents  may  be  assigned  numbers. 

3.  The  fourth,  fifth  and  sixth  digits  of  the  Agency  Voucher  Code  Number 
indicate  the  DAy  Number  (Julian  date)  of  the  day  on  which  the  document 
is  prepared.  January  1  is  day  number  001,  January  2  is  day  number  002 
February  1  is  day  number  032,  etc. 


4.  The  last  three  (3)  digits  of  the  Agency  Voucher  Code  Number  identify 
the  Agency  Voucher  Number.  The  first  document  prepared  on  a  given  day 
will  be  assigned  number  001,  the  second  document  prepared  on  a  given  day 
will  be  assigned  number  002,  etc. 

5.  Documents  requiring  an  Agency  Voucher  Code  Number  are  as  follows: 

Name  Form  No. 

Request  for  Advance 
Standard  Invoice 
Payroll  Account  Summary 
Pension  Account  Summary 
Travel  Expense  Voucher 
Refund  of  Receipts  Voucher 
Payroll  Return  of  Advance 
Invoice  Warrant 
Departmental  Payment  Voucher 

a.  Payroll  forms,  Travel  Expense  Vouchers  and  Departmental  Payment 
Vouchers  may  have  continuation  sheets,  or  amounts  forwarded,  but 
should  carry  the  same  Agency  Voucher  Number.  All  other  Forms 
are  separate  documents  and  each  document  will  have  a  distinctive 
Agency  Voucher  Number. 

D.  Vendor  Code  Number 

1.  A  Vendor  Code  Number,  comprised  of  thirteen  (13)  digits  or  nine  (9) 

digits  and  four  (4)  alphabetic  characters,  is  used  for  the  identification 
of  a  vendor  or  other  payee  of  the  Commonwealth  and  to  direct  the  payment 
of  invoices. 
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15A 
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18 
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19 

CD 

21A 

CD 

34 

CD 

39 

NUMERIC  CODES  (Cont'd) 
D.  Vendor  Code  Number  (Cont'd) 

2.  The  first  nine  (9)  digits  of  the  Vendor  Code  Number  is  either  a  Federal 
Employer  Identification  (F.F.I.)  Number  or  a  Social  Security  (S.S.) 
Number. 

a.  If  a  vendor  is  a  "business"  organization,  three  (3)  digits  are  added 
(10th,  11th,  12th)  to  identify  branch  or  subsidiary  locations  for 
large  organizations;  otherwise  these  three  digits  will  be  "000". 

(1)  The  thirteenth  (13th)  digit  is  a  so-called  "check-digit"  and 
is  computer  generated. 

b.  If  a  vendor  is  an  "individual"  as  opposed  to  a  "business"  organization, 
the  Vendor  Code  Number  is  the  individual's  Social  Security  number 
followed  by  the  first  four  (4)  characters  of  his/her  last  name. 

3.  These  instructions  do  not  apply  to  the  identification  of  a  State  employee. 

4.  A  payment  to  a  vendor  cannot  be  made  until  a  Vendor  Code  Number  is 
established  on  the  Comptroller's  files. 

5.  Form  CD  45,  "Vendor  File  Maintenance",  will  be  submitted  to  the 
Comptroller's  Division  by  a  spending  agency  to  add  a  vendor  to  the 
Vendor  File,  to  delete  a  vendor  from  the  file,  or  to  change  existing 
data  on  the  file. 

a.  Once  created  a  Vendor  Code  Number  is  available  for  use  by  all 
spending  agencies. 

b.  The  Manual  of  Procedures  for  Encumbrances-Expenditure  Forms 
Preparation,  issued  by  the  Comptroller's  Division,  has  precise 
instructions  for  the  preparation  of  Form  CD45,  Vendor  File  Maintenance. 

c.  When  changing  or  deleting  existing  information  from  the  Master 
Vendor  File,  the  agency  should  submit  a  copy  of  the  information 
received  from  the  vendor,  explaining  the  change  or  deletion,  with 
the  Form  CD  45,  Vendor  File  Maintenance.  Without  this  information 
the  change  or  deletion  cannot  be  made. 

d.  As  soon  as  an  agency  makes  contact  with  a  potential  payee,  it  should 
make  sure  that  the  Vendor  Code  Number  of  the  payee  is  in  the  Master 
Vendor  File  of  the  Comptroller's  Division.  If  it  is  not,  the 
following  steps  should  be  taken: 

(1)  Send  a  Form  CD  979  available  from  Comptroller's  Division,  to 
potential  vendor  (Make  sure  your  return  address  is  on  form.) 
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NUMERIC  CODES  (Cont'd) 
D.  Vendor  Code  Number  (Cont'd) 
5.   (Cont'd) 
d.   (Cont'd) 

(2)  Receive  Form  CD  97  back  from  vendor. 

(3)  Prepare  Form  CD  45,  Vendor  File  Maintenance,  from  information 

on  Form  CD  97. 

(4)  Submit  Form  CD  45  to  Comptroller's  Division  making  sure  agency' 

return  address  is  on  top  of  form. 

(5)  Comptroller's  Division  will  fill  in  13th  digit  and  return 

Form  CD  45  to  agency. 

(6)  Agency  must  notify  vendor  as  to  his  complete  thirteen  digit 

number. 

(7)  Based  upon  return  of  CD  45  forms  by  Comptroller's  Division, 

agency  should  create,  wherever  it  would  be  of  assistance, 

a  Vendor  File  (e.g.  a  3  X  5  file  with  vendors'  names,  addresse 

and  Vendor  Code). 

e.  Agencies  should  be  sure  to  fill  in  the  agency's  name,  agency  code, 
and  name  of  preparer  on  all  Forms  CD  45,  Vendor  File  Maintenance. 

f.  It  is  essential  that  a  Vendor  Code  Number  be  on  the  Master  Vendor  File 
before  a  document  is  submitted  for  payment.  Absence  of  a  Vendor  Cod<? 
Number  or  an  invalid  Vendor  Code  Number  will  cause  a  document  to  be 
rejected.  A  valid  but  incorrect  Vendor  Code  Number  may  result  in 
payment  to  the  wrong  vendor. 

g.  The  Vendor  Code  Number  to  be  placed  on  documents  should  always  be 
that  of  the  location  to  which  the  remittance  is  to  be  made  which  may 
not  be  necessarily  the  same  as  that  from  which  the  material  will 

5nr™nl!eK  *  !•«  COu1d  resul *  in  the  address  on  the  encumbrance 
FnZ Tn  £eiUL *lff.e™p   from  tha*  shown  on  the  Vendor  File  Maintenance 
horm  CD  45.  This  is  the  correct  procedure  however,  as  the  Vendor  who 
is  to  deliver  the  material  will  still  receive  the  order  but  the  vendor 
Vendor  p?^061^  payment  should  be  the  only  one  listed  in  the  Master 

h.  Following  the  addition  of  a  new  Vendor  Code  Number  to  the  file      I 
thHlSJEnn  iS  tenl   i-  ^he.vend°r>  by  the  Agency,  which  will  include 
Tht  lin2lZ     .°K    19lt-1n  the  Cdse  of  a  F'E-1-  identification. 
rnVZ*      T UShbeJn  receipt  of  the  complete  thirteen  digit  Vendor 
Code  prior  to  the  time  of  billing. 
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NUMERIC  CODES  (Cont'd) 
E.  Transaction  Type  Code 

1.  A  transaction  "Type"  code  is  a  three  (3)  digit  number  used  to  identify 
types  of  expenditures,  encumbrances,  advances  and  refunds  of  receipts. 

2.  A  document  may  have  only  one  "Type"  code. 

3.  The  type  of  transaction  will  determine  the  "Type"  code  to  be  placed 
on  a  document.  Certain  documents  have  pre-printed  "Type"  codes. 

4.  "Type"  codes  currently  in  use  are  the  following: 

a.  Expenditure  Transactions  to  be  Paid  through  the  State  Treasurer 

(1)  Payroll  Account  Summary 

580  Payment  with  a  Liquidation  of  an  Encumbrance 
582  Payment  with  NO  Liquidation  of  an  Encumbrance 

(2)  Pension  Account  Summary 

*582  ALL 

(3)  Invoice  Warrant 

786  Payment  with  NO  Liquidation  of  an  Encumbrance 
788  Payment  with  a  Liquidation  of  an  Encumbrance 

(4)  Departmental  Payment  Voucher 

*789  ALL 

(5)  Travel  Expense  Voucher 

790  Payment  with  a  Liquidation  of  an  Encumbrance 

791  Payment  with  NO  Liquidation  of  an  Encumbrance 

(6)  Standard  Invoice 

782  Payment  with  NO  Liquidation  of  an  Encumbrance 
784  Payment  with  a  Liquidation  of  an  Encumbrance 

b.  Expenditure  Transactions  Paid  from  Advance  Funds 
(1)  Standard  Invoice 

622  Payments  from  Advances 
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NUMERIC  CODES  (Cont'd) 
E.  Transaction  Type  Code  (Cont'd) 
4.  (Cont'd) 

b.  Expenditure  Transactions  Paid  from  Advance  Funds  (Cont'd) 

(2)  Travel  Expense  Voucher 

622     Payments  from  Advances 

(3)  Payroll   Return  of  Advance 

622     Payments  from  Advances 

(4)  Special   Form  Requiring  approval  of  Comptroller's  Division 
for  its  use 

622  Payments  from  Advances 

c.  Types  of  Cash  Advance  Transactions 
(1)  Request  for  Advance 

610  Payroll  Requests 

611  Travel  Requests 

612  Other  Advance  Requests 

d.  Encumbrance  Transactions 

(1)  Purchasing  Agent's  Division  Purchase  Order 

*852  Commodity  and  Equipment  Order 

(2)  Change  in  Purchasing  Agent's  Division  Purchase  Order 

*851  An  increase  or  decrease  in  a  previous  commodity  or 
equipment  purchase 

(3)  Departmental  Purchase  Order 

*862  Commodity  and  Equipment  Order 

(4)  Change  in  Departmental  Purchase  Order 

*861  An  increase  or  decrease  in  a  previous  commodity  or 
equipment  purchase 


NUMERIC  CODES  (Cont'd) 
E.  Transaction  Type  Code  (Cont'd) 
4.   (Cont'd) 

d.  (Cont'd) 

**  (5)  Reservation  of  Funds 

871  Service  Contracts 

872  Architects  and  Engineers 

873  Construction  Contracts 

874  Acquisition  of  Land 

875  Professional  Services  (other  than  872) 

876  Other  Reservations 

**  (6)  Change  in  Reservation  of  Funds 

*870  An  increase  or  decrease  in  a  previous  reservation  of 
funds 

e.  Refund  Transactions 

(1)  Refund  of  Receipts 

*930  A  payment  from  receipts 

*Type  Code  numbers  are  pre-printed  on  forms 

**Reservation  of  Funds  forms,  when  used  for  fixed  and/or  recurring 
changes,  will  be  modified  by  replacing  the  pre-printed  "R"  with 
an  "F". 
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ENCUMBRANCE  PROCEDURE 

A.  Requisitions  -  In  preparing  requisitions,  only  such  items  as  are  charge- 
able to  a  single  subsidiary  account  may  appear  on  each  requisition.  Care 
should  be  exercised  to  list  on  each  requistion  form  only  such  items  as 
can  be  furnished  by  a  single  supplier. 

This  procedure  will  facilitate  the  placing  of  orders  by  the  Purchasing 
Agent's  Division  and  eliminate  the  possibility  of  placing  orders  for  cer- 
tain items  appearing  on  the  requisition  and  overlooking  the  remaining 
items.  The  necessary  guide  as  to  which  items  should  be  placed  on  a  single 
requistion  can  be  obtained  by  reviewing  completed  purchase  orders. 

1.  Requisitions  on  Other  Than  Purchasing  Agent's  Division  Supply  Unit, 
Form  CD-9 

When  preparing  requisitions  for  materials  to  be  furnished  from  other 
than  the  Purchasing  Agent's  Division  Supply  Unit,  it  is  necessary  to 
prepare  only  such  copies  as  will  permit  the  transmission  of  one  copy 
to  the  Purchasing  Agent's  Division.  It  will  be  necessary  to  retain 
one  copy  for  record  purposes.  The  estimated  prices,  properly  extend- 
ed and  totaled,  will  be  used  when  recording  the  requisition  as  an  en- 
cumbrance in  the  subsidiary  section  of  the  budgetary  control  register, 
provided  sufficient  funds  are  available.  As  a  purchase  order  is 
issued  by  the  Purchasing  Agent's  Division  and  it  appears  on  the  Comp- 
troller's Daily  Statement  of  Transactions,  the  spending  agency  will 
make  the  necessary  entries  in  the  subsidiary  section  of  the  budgetary 
control  register.  An  entry  will  be  made  in  red  ink  in  the  Requisitions 
column  to  liquidate,  in  whole  or  in  part  as  the  case  may  be,  the  req- 
uisition^) against  which  the  purchase  order  was  issued,  and  the  pur- 
chase order  will  be  recorded  in  black  ink  in  the  Purchase  Orders  column 
as  an  encumbrance.  If  the  requisition  has  been  completed,  it  will 
then  be  placed  in  the  completed  requisitions  file  with  proper  notation 
made  thereon  of  the  purchase  order  number.  If  the  requisition  is  but 
partially  completed,  proper  notation  would  be  made  against  those  items 
covered  by  the  puchase  order  and  the  total  of  the  requisition  would  be 
changed  to  reflect  the  total  estimated  cost  of  those  items  remaining 
to  be  ordered  by  the  Purchasing  Agent's  Division  and  the  requisition 
returned  to  the  pending  requisitions  file. 

2.  Requisition  of  Items  From  Purchasing  Agent's  Division  Supply  Unit, 
Form  CD-9A 

When  requisitions  are  to  be  filled  by  the  Purchasing  Agents  Division 
Supply  Unit,  it  is  necessary  to  prepare  sufficient  copies  to  permit 
the  transmitting  of  (4)  green  copies  to  the  Purchasing  Agent's  Divis- 
ion, none  of  which  are  to  show  estimated  prices.  As  a  rule,  it  would 
not  be  necessary  to  price  the  record  copy  of  this  type  of  requisition 
as  the  spending  agency  should  have  this  type  of  item  covered  by  a 
Reservation  of  Funds,  Form  CD-40. 

B.  Purchasing  Agent's  Division  Purchase  Orders  Form  CD-11A  -  Two  copies  of 
each  purchase  order  issued  by  the  Purchasing  Agent's  Division  and  Print- 
ing Office  will  be  submitted  to  the  Comptroller's  Division.  If  sufficent 
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ENCUMBRANCE  PROCEDURE  (Continued) 

B.    Purchasing  Agent's  Division  Purchase  Orders  Form  CD-UA  (Continued) 

funds  are  available,  the  Comptroller's  copy  (No.  4)  will  be  encumbered 
and  filed  numerically.  The  vendor's  copy  (No.  1)  will  be  stamped  "encum- 
bered" showing  the  date  of  the  encumbrance,  after  which  it  will  be  mailed 
to  the  vendor.  In  the  event  that  sufficient  funds  are  not  available  to 
permit  the  encumbrance  of  the  purchase  order,  both  copies  will  be  return- 
ed to  the  Purchasing  Agent's  Division.  The  spending  agency  will  be  noti-j 
fied  of  such  action  by  the  Purchasing  Agent's  Division.  Such  purchase 
order  will  not  be  resubmitted  to  the  Comptroller's  Division  until  the 
Purchasing  Agent's  Division  has  been  notified  IN  WRITING  by  the  spending 
agency  that  funds  have  been  made  available  to  cover  the  amount  of  the 
purchase  order. 


1.  Disposition  by  Spending  Agency  -  The  copies  of  Purchasing  Agent's 
Division  purchase  orders  received  by  the  spending  agency  will  be 
disposed  of  as  follows: 

a.  No.  5  copy  (receiving  report)  -  If  the  activities  in  regard  to 
articles  received  do  not  warrant  the  use  of  the  Storekeeper's 
Receiving  Record,  Form  CD-16,  spending  agencies  will  use  the 
receiving  report  copies  of  purchase  orders  as  their  receiving 
records.  Those  spending  agencies  whose  activities  in  regard  to 
articles  received  would  warrant  the  use  of  the  Storekeeper's 
Record,  Form  CD-16,  will  use  this  form  and  the  receiving  report 
copy  No.  5  of  the  purchase  order  as  their  receiving  records. 

b.  No.  6  copy  -  The  spending  agency  will  record  this  copy  in  black 
ink  in  the  Purchase  Orders  column  in  the  subsidiary  section  of 
the  budgetary  control  register  as  an  encumbrance  and  it  will 
then  be  placed  in  the  pending  file. 

c.  No.  7  copy  -  The  spending  agency  will  place  this  copy  in  the 
Comptroller's  file  and  it  will  later  be  attached  to  the  first 
invoice  pertaining  to  it  which  is  submitted  to  the  Comptroller's 
Division  for  payment. 

d.  No.  8  copy  -  In  the  case  of  Purchasing  Agent's  Division  purchase 
orders,  this  copy  will  be  retained  by  the  department  or  it  may 
be  used  by  the  spending  agency  in  accordance  with  the  policy  of 
its  department. 

c-    Departmental  Purchase  Orders -Three  copies  of  each  departmental  purchase 
order,  form  CD-11,  will  be  submitted  by  the  spending  agency  to  the  Pur- 
chasing Agent's  Division.  The  No.  2  copy  will  be  retained  by  the  Purchas- 
ing Agent's  Division  and  the  No.  1  and  No.  4  copies  delivered  to  the  Comp- 
troller's Division.  If  sufficient  funds  are  available,  the  Comptroller's 
copy  (No.  4)  will  be  encumbered  and  filed  numerically.  The  vendor's  copy 
(No.  1)  will  be  stamped  "Encumbered"  showing  the  date  of  the  encumbrance 
after  which  it  will  be  mailed  to  the  vendor. 
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ENCUMBRANCE  PROCEDURE  (Continued) 
C.    Departmental  Purchase  Orders  (Continued) 

1.  Arrangement  of  Documents  -  These  documents  will  be  arranged  as  follows 

a.  The  first  document  will  be  the  No.  2  copy  of  the  departmental 
purchase  order  which  is  for  the  Purchasing  Agent's  Division. 

b.  The  second  document  will  be  the  No.  4  copy  of  the  departmental 
purchase  order  which  is  for  the  Comptroller's  Division. 

c.  The  third  document  will  be  the  No.  1  copy  of  the  departmental 
purchase  order  which  is  for  the  vendor. 

d.  The  fourth  document  will  be  a  set  of  standard  invoice  forms, 
CD-12. 

e.  The  fifth  document  will  be  a  stamped  envelope,  addressed  to  the 
vendor.  Each  Departmental  Purchase  Order  submitted  to  be  encum- 
bered must  be  accompanied  by  a  separate,  stamped,  addressed  en- 
velope to  the  vendor.  This  applies  even  if  there  are  a  number 
of  Departmental  Purchase  Orders  for  one  vendor.  One  envelope 

in  such  cases  in  not  sufficient  as  there  must  be  a  separate, 
stamped,  addressed  envelope  for  each  Departmental  Purchase  Order, 
and  the  proper  amount  of  postage  must  be  affixed  to  the  vendor's 
envelope.  Agencies  should  also  made  sure  the  vendor's  envelope 
is  of  sufficient  size,  which  would  usually  be  approximately  9£" 
by  4"  unless  a  large  amount  of  detail  is  to  accompany  the  order. 
Under  no  circumstances  should  small  vendor  envelopes  be  enclosed. 

f.  The  envelope  addressed  to  the  vendor  should  be  wrapped  around 
the  left  side  enfolding  all  copies  with  the  envelope  flap  over 
the  #2  copy,  but  not  covering  the  vendor's  name  and  address.  A 
removable  staple  should  be  placed  through  the  envelope  flap  and 
all  copies.  A  paper  clip  should  hold  the  #1  copy  and  the  set 
of  standard  invoices.  Each  individual  purchase  order  should  be 
handled  in  this  manner.  The  #1,  #2,  and  #4  copies  should  never 
be  submitted  in  separate  groups. 

2.  Disposition  by  Spending  Agency  -  The  remaining  copies  of  departmental 
purchase  orders  will  be  disposed  of  as  follows: 

a.   No.  5  copy  (receiving  report)  -  If  the  activities  in  regard  to 
articles  received  do  not  warrant  the  use  of  the  Storekeeper's 
Receiving  Report,  form  CD-16,  spending  agencies  will  use  the 
receiving  report  copies  of  departmental  purchase  orders  as  their 
receiving  records.  Those  spending  agencies  whose  activities  in 
regard  to  articles  received  would  warrant  the  use  of  the  Store- 
keeper's Record,  Form  CD-16,  will  use  this  form  and  the  receiv- 
ing report  copy  No.  5  of  departmental  purchase  orders  as  their 
receiving  records. 
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ENCUMBRANCE  PROCEDURE  (Continued) 
C.    Departmental  Purchase  Orders  (Continued) 

2.  Disposition  by  Spending  Agency  (Continued) 

b.  No.  6  copy  -  The  spending  agency  will  record  this  copy  in  black 
ink  in  the  Purchase  Orders  column  in  the  subsidiary  section  of 
the  Budgetary  Control  Register  as  an  encumbrance  and  it  will 
then  be  placed  in  the  pending  file. 

c.  No.  7  copy  -  This  copy  may  be  used  by  the  spending  agency  in 
accordance  with  the  policy  of  its  department.  It  should  not 
be  submitted  to  the  Comptroller's  Division  as  in  the  case  of 
Purchasing  Agent's  Division  purchase  orders. 

3.  Purchasing  Agent's  Division  Award  Contracts  -  Award  Contracts, 
so-called,  are  those  contracts  executed  for  the  purchase  of  such  items 
as  groceries,  meat,  tires,  tubes,  bulk  gasoline,  and  similar  items 
during  a  stated  period  to  be  used  by  all  agencies  or  certain  agencies 
in  accordance  with  the  notices  of  awards  forwarded  to  spending  agen- 
cies by  the  Purchasing  Agent's  Division.  Spending  agencies  are  re- 
quired to  purchase  these  items  from  the  firms  listed  in  such  notices 
of  awards  during  the  period  covered  by  the  award  except  in  those 
isolated  instances  where  the  Purchasing  Agent's  Division  has  granted 
permission  for  an  agency  to  purchase  locally.  In  these  cases  a  copy 
of  the  Purchasing  Agent's  Division  letter  granting  such  authority  must 
be  filed  with  the  Comptroller's  Division  and  the  wording  "Bought  with 

Permission  of  the  Purchasing  Agent's  Division  per  letter  dated " 

must  be  recorded  in  the  "Description"  column  of  the  Standard  Invoice, 
Form  CD-12,  when  transmitted  for  payment.  In  no  instance  should  a 
purchase  order  be  transmitted  to  a  supplier  after  the  expiration  of 
such  contract.  The  notice  of  award  of  an  award  contract  usually  con- 
tains the  following  information: 

Heading  of  award 

Period  covered  by  award 

Item(s)  covered  by  award 

Vendor  (Contractor) 

Unit  and  unit  price 

a.   Purchases  of  commodities  in  notices  of  awards  are  made  by  issuing 
departmental  purchase  orders.  The  purchase  order  must  be  made 
out  in  conformity  with  the  award  contract.  The  name  of  the  item, 
unit  price,  vendor  identification,  etc.,  should  agree  exactly 
with  the  award  contract.  The  No.  6  copy  will  be  entered  in  the 
proper  subsidiary  of  the  Budgetary  Control  Register  as  an  encum- 
brance and  placed  in  the  pending  file.  Copies  No.  1,2,  and  4 
will  be  submitted  to  the  Purchasing  Agent's  Division.  The  No.  1 
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ENCUMBRANCE  PROCEDURE  (Continued) 
C.    Departmental  Purchase  Orders  (Continued) 

3.  Purchasing  Agent's  Division  Award  Contracts  (Continued) 

a.  (Continued) 

and  No.  4  copies  will  be  forwarded  to  the  Comptroller's  Division 
where  the  No.  4  copy  will  be  encumbered  and  filed  numerically. 
Copy  No.  1  will  be  sent  to  the  vendor  after  copy  No.  4  has  been 
encumbered. 

b.  When  the  standard  invoices  are  received  from  the  vendor,  the 
spending  agency  will  enter  the  necessary  information  in  the 
spaces  provided.  If  the  purchase  order  is  not  completed,  the 
spending  agency  will  make  a  notation  on  their  copy  showing  the 
date,  and  voucher  number,  amount  liquidated  and  amount  of  balance. 
The  same  check  and  notations  will  be  made  on  receipt  of  subse- 
quent invoices.  When  completed,  the  copy  of  the  departmental 
purchase  order  will  be  removed  from  the  pending  file  and,  after 
the  final  notations  have  been  made,  it  will  be  placed  in  the 
completed  file. 

c.  Before  the  standard  invoices  are  submitted  for  payment  they 
should  be  checked  to  the  Award  List  to  insure  that  the  heading 
of  section  of  the  Award  List,  the  name  of  the  item  and  the  unit 
price  are  EXACTLY  as  shown  on  the  Purchasing  Agent's  Division 
award.  If  there  are  any  differences  in  the  name  of  the  item  or 
unit  price  they  should  be  changed  to  agree  with  those  shown  on 
the  Award  List  except  that  if  the  unit  price  is  less  than  shown 
on  the  award,  it  should  not  be  changed  but  the  quantity  price 
should  also  be  shown. 

4.  Items  Not  Subject  to  Requisition  Through  the  Purchasing  Agent's  Division 
Purchase  made  under  Purchasing  Agent's  Division  Award  Contracts  and 
purchase  of  certain  items  listed  in  the  Manual  of  Purchasing  Policies 
issued  by  the  Purchasing  Agent's  Division  (the  contents  of  which  may 

be  revised  from  time  to  time)  may  be  made  without  requisition  through 
the  Purchasing  Agent's  Division.  The  purchase  of  such  materials/ 
services  will  be  made  on  departmental  purchase  orders  (CD-11),  except- 
ing those  materials/services  as  may  be  paid  from  an  advance.  The 
procedure  is  as  follows: 

a.   Copy  No.  6  will  be  entered  as  an  encumbrance  in  the  subsidiary 
section  of  the  budgetary  control  register  and  placed  in  the  pend- 
ing file.  Copies  No.  1,  2,  and  4  will  be  submitted  to  the  Pur- 
chasing Agent's  Division.  Copies  No.  1  and  4  will  be  forwarded 
to  the  Comptroller's  Division  where  the  No.  4  copy  will  be  encum- 
bered and  filed  numerically  and  the  No.  1  copy  will  be  stamped 
"Encumbered"  showing  the  date  of  the  encumbrance,  after  which  it 
will  be  mailed  to  the  vendor  provided  that  sufficient  funds  are 
available. 
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4 
ENCUMBRANCE  PROCEDURE  (Continued) 

C.  Departmental  Purchase  Orders  (Continued) 

4.  Items  Not  Subject  to  Requisition  Through  the  Purchasing  Agent's  Divis 

b.  In  the  event  that  there  are  not  sufficient  funds  available  to 
permit  the  encumbrance,  No.  1  and  No.  4  copies  of  the  departments 
purchase  order  will  be  returned  to  the  spending  agency. 

c.  Permission  by  the  Purchasing  Agent's  Division  to  make  purchases 
locally  when  an  individual  purchase  is  less  than  a  total  cost  of 
five  hundred  dollars,  is  not  intended,  and  should  not  be  used, 
to  repeatedly  purchase  locally  those  items  which  should  be 
requisitioned  in  larger  quantities  from  the  Purchasing  Agent's 
Division.  Whenever  possible,  spending  agencies  should  anticipate 
their  requirements  for  an  allotment  period,  thereby  eliminating 
the  necessity  of  transmitting  numerous  requisitions  to  the 
Purchasing  Agent's  Division. 

5.  Items  Purchased  with  Permission  of  the  Purchasing  Agent's  Division 
In  those  instances  where  a  spending  agency  has  received  the  permissioj 
of  the  Purchasing  Agent's  Division  to  obtain  certain  items  locally, 
the  No.  4  copy  of  the  departmental  purchase  order  will  carry  the 
following  certification  in  the  Description  column: 

I  certify  under  the  penalties  of  perjury  that  these  items  are 
purchased  with  permission  of  the  Purchasing  Agent's  Division: 

Signed 


(Person  to  whom  permission  was  grants 


When  the  invoice  in  payment  of  the  items  on  the  departmental  purchase 
order  is  transmitted  to  the  Comptroller's  Division,  it  will  be  stampec 

"Bought  with  Permission  of of  the  Purchasing 

Agent's  Division"  in  the  Description  column  of  the  Standard  Invoice, 
Form  CD  12. 

Note:  The  Manual  of  Purchasing  Policies  issued  by  the  Purchasing 
Agent's  Division  carries  a  list  of  items  which  must  be  purchased 
through  the  Purchasing  Agent's  Division.  Items  which  may  be  purchaser 
without  permission  of  the  Purchasing  Agent's  Division,  including 
an  individual  purchase  involving  the  expenditure  of  less  than 
$500.00  will  require  neither  the  certification  on  the  departmental 
purchase  order,  mentioned  above,  nor  the  stamp  to  be  affixed  to  the 
Standard  Invoice.  It  should  be  noted,  however,  that  an  individual 
purchase  under  $500.00  does  not  include  (1)  Items  which  are  covered 
under(Award  Contracts;  (2)  Items  which  are  stocked  by  the  Purchasing 
Agent's  Division  Supply  Unit;  (3)  Printing  or  the  paper  for  printing: 
(4)  Items  sold  by  the  Department  of  Correction  Industries;  and  (5) 
Items  sold  by  the  Commission  for  the  Blind. 
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ENCUMBRANCE  PROCEDURES  (Continued) 

C.    Departmental  Purchase  Orders  (Continued) 

6.  Emergency  Purchases  -  The  Manual  of  Purchasing  Policies  issued  by 
the  Purchasing  Agent's  Division  states:  "State  agencies  are  author- 
ized to  make  emergency  purchases  when  necessary  to  protect  life  and 
property.  However,  when  possible  a  telephone  call  should  be  made  to 
the  Purchasing  Agent's  Division  in  order  to  obtain  permission  to  make 
such  a  purchase."  In  all  other  cases  not  of  a  true  emergency  nature, 
the  procedures  outlined  under  C.  5  above  will  be  followed. 

a.  In  the  case  of  an  emergency  purchase  when  the  No.  1  copy  of  the 
Purchase  Order  is  to  be  sent  directly  to  the  vendor,  it  will  be 
necessary  to  cross  out  item  No.  1  of  the  Instructions  to  Vendor. 
In  such  instances  the  following  certification  must  be  placed  on 
the  No.  1,  2,  and  the  No.  4  copies  of  the  departmental  purchase 
order  and  signed  by  the  head  of  the  spending  agency: 

I  hereby  certify  under  the  penalties  of  perjury  that 
this  is  an  EMERGENCY  PURCHASE  and  funds  are  available 
for  the  amount  of  this  order. 

Signed  


b.  In  those  cases  where  the  spending  agency  comes  under  the  super- 
vision of  a  department,  the  No.  2  and  the  No.  4  copies  must  also 
be  signed  by  the  department  head  or  his  legally  authorized  agent 
beforethey  are  transmitted  to  the  Purchasing  Agent's  Division. 

c.  When  the  invoice  is  submitted  for  payment,-  the  words  EMERGENCY 
PURCHASE  will  be  listed  in  the  "Description"  column  of  the  Stan- 
dard Invoice,  Form  CD-12,  together  with  an  explanation  of  the 
nature  of  the  emergency. 

7.  Purchases  from  the  Department  of  Correction  Industries  and  the  Commis- 
sion for  the  Blind  -  Articles  to  be  furnished  from  the  Department  of 
Correction  Industries  and  the  Commission  for  the  Blind  will  be  ordered 
by  spending  agencies  on  a  departmental  purchase  order.  The  vendor's 
copy  (No.  1)  Purchasing  Agent's  Division  copy  (No.  2)  and  the  Comp- 
troller's Division  copy  (No.  4)  will  be  routed  through  the  Purchasing 
Agent's  Division. 

a.  Each  Correctional  Institution  has  a  specific  Vendor  Code  Number. 

b.  The  necessary  information  will  be  entered  in  the  spaces  provided 
on  the  standard  invoice  when  it  is  received  by  the  spending 
agency.  The  usual  notations  will  be  made  on  the  agency's  (No.  6) 
copy  of  the  departmental  purchase  order  and  when  completed  it 
will  be  placed  in  the  completed  file. 
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ENCUMBRANCE  PROCEDURE  (Continued) 

D.    Reservation  of  Funds  -  A  Reservation  of  Funds  is  used  for  contracts  (other 
than  Purchasing  Agent's  Division  Award  Contracts)  and  certain  types  of 
charges  for  which  no  encumbrance  document  is  issued  to  vendors.  Funds 
are  reserved  to  provide  for  such  charges,  by  the  use  of  Form  CD-40,  Reser- 
vation of  Funds  in  the  subsidiary  accounts  in  which  such  charges  occur. 
The  No.  1  copy  only,  properly  signed,  should  be  submitted  to  the  Comptrol- 
ler's Division  where  available  funds  will  be  reserved.  The  following  is 
an  outline  of  types  of  charges  which  should  be  covered  by  a  Form  CD-40, 
Reservation  of  Funds,  and  the  applicable  procedures: 

■ 
1.  Purchasing  Agent's  Division  Awards  for  Coal  and  Fuel  Oil  -  At  the 
beginning  of  the  fiscal  year  a  Reservation  of  Funds  will  be  issued, 
as  an  encumbrance,  for  the  first  allotment  period,  to  cover  approx- 
imately 45%  of  the  estimated  annual  contract  requirements  for  coal . 

a.  The  balance  of  this  encumbrance  will  be  increased  at  the  begin- 
ning of  the  second  allotment  period  by  issuing  a  change  in  Reser- 
vation of  Funds,  Form  CD-40A  to  cover  approximately  35%  of  the 
estimated  annual  contract  requirements. 

b.  It  will  be  necessary  in  the  third  allotment  period  to  issue  a 
new  Reservation  of  Funds  covering  approximately  20%  of  the 
estimated  annual  contract  requirements  of  the  new  contract 
effective  April  1. 

c   Freight  on  Coal  -  F.O.B.  Shipping  Point  -  A  Reservation  of  Funds 
will  be  issued  at  the  beginning  of  the  first  allotment  period 
of  the  fiscal  year  for  the  estimated  freight  charges  applicable 
to  the  quantities  of  coal  encumbered  for  that  period. 

(1)  Copy  No.  2. will  be  entered  in  the  Purchase  Orders  column 
of  the  subsidiary  section  of  the  budgetary  control  regis- 
ter as  an  encumbrance  and  placed  in  the  pending  file.  The 
No.  1  copy  will  be  sent  to  the  Comptroller's  Division  to 
be  encumbered  and  filed. 

(2)  The  necessary  information  will  be  entered  in  the  spaces 
provided  on  the  standard  invoice  when  it  is  received  by  the 
spending  agency. 

(3)  On  the  spending  agency's  copy  of  the  Reservation  of  Funds 
will  be  noted  the  date,  voucher  number,  amount  liquidated, 
and  amount  of  balance. 

(4)  At  the  beginning  of  the  second  and  third  allotment  periods 
Changes  in  Reservation  of  Funds  (Form  CD-40A)  will  be 
issued  to  increase  the  encumbrance  by  the  estimated  freight 
charges  applicable  to  the  quantities  of  coal  encumbered  for 
these  two  periods. 
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ENCUMBRANCE  PROCEDURE  (Continued) 
D.  Reservation  of  Funds  (Continued) 

1.  Purchasing  Agent's  Division  Awards  for  Coal  and  Fuel  Oil  (Cont'd) 

d.  Fuel  Oil  -  It  will  be  necessary  to  issue  a  Reservation  of  Funds 
at  the  beginning  of  the  first  allotment  period  of  the  fiscal 
year  for  the  estimated  amount  of  fuel  oil  to  be  delivered  during 
that  allotment  period.  At  the  beginning  of  the  second  and  third 
allotment  periods  changes  in  Reservation  of  Funds  (Form  CD  40A) 
will  be  issued  to  increase  the  encumbrance  by  the  estimated  amount 
of  fuel  oil  to  be  delivered  during  each  of  these  allotment  periods, 

2.  Travel  Expense  -  A  Reservation  of  Funds  will  be  issued  by  spending 
agencies  at  the  beginning  of  the  first  allotment  period  of  the 
fiscal  year  for  the  estimated  amount  of  traveling  expenses  for 
the  period  which  will  not  be  paid  from  an  advance.  This  estimate 
will  include  roadside  deliveries  of  gasoline,  etc.,  for  state  owned 
cars. 

a.  Copy  No.  2  will  be  entered  in  the  subsidiary  section  of  the 
budgetary  control  register  as  an  encumbrance  and  placed  in 

the  pending  file.  Copy  No.  1  will  be  sent  to  the  Comptroller's 
Division  where  it  will  be  encumbered  and  filed. 

b.  Transactions  will  be  recorded  on  the  spending  agency's  No.  2 
copy  of  the  Reservation  of  Funds  by  noting  the  date,  voucher 
number,  amount  of  liquidation  and  the  amount  of  balance. 

c.  At  the  beginning  of  each  allotment  period  thereafter,  the 
travel  expense  requirements  for  that  period,  which  will  not 
be  paid  from  an  advance,  will  be  estimated  and  a  Change  in 
Reservation  of  Funds  prepared  to  increase  the  unliquidated 
or  remaining  balance  of  the  original  Reservation  of  Funds 
to  bring  it  into  agreement  with  the  estimated  requirements 
for  the  period.  Copy  No.  2  will  be  entered  in  the  subsidiary 
section  of  the  budgetary  control  register  as  an  encumbrance, 
then  attached  to  the  Reservation  of  Funds  and  replaced  in  the 
pending  file.  Copy  No.  1  will  be  sent  to  the  Comptroller's 
Division  where  it  will  be  recorded  as  an  encumbrance  and  filed 
with  the  original  Reservation  of  Funds. 

d.  When  the  final  vouchers  for  travel  expenses  for  the  fiscal 
year  are  submitted  to  the  Comptroller's  Division  for  payment, 
the  unliquidated  or  remaining  balance  of  the  Reservation  of 
Funds,  after  allowance  has  been  made  to  meet  liabilities,  will 
be  shown  as  the  amount  to  be  liquidated. 

e.  If  it  is  found  that  the  requirements  for  an  allotment  period 
were  understated,  a  Change  in  Reservation  of  Funds  will  be 
issued  and  recorded  to  increase  the  estimate. 
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4 
ENCUMBRANCE  PROCEDURE  (Continued) 

D.    Reservation  of  Funds  (Continued) 

3.  Fixed  and/or  Recurring  Charges  -  Form  CD-40,  Reservations  of  Funds 
will  be  issued  by  spending  agencies  at  the  beginning  of  the  first 
allotment  period  of  the  fiscal  year  for  the  estimated  amounts  of 
each  fixed  and/or  recurring  charge,  office  supplies,  articles  which 
will  be  requisitioned  from  the  Purchasing  Agent's  Division  Supply 
Unit  for  the  period,  and  freight  and  express.  Fixed  and/or  recurring 
charges  include  light,  electricity,  heat,  gas,  water,  telephone,  fuel, 
etc.  The  No.  2  copy  will  be  entered  in  the  Purchase  Orders  column  of 
the  subsidiary  section  of  the  budgetary  control  register  as  an  encum- 
brance and  placed  in  the  pending  file.  The  other  copy  (No.  1)  will 
be  sent  to  the  Comptroller's  Division  where  it  will  be  encumbered  and 
filed.  The  spending  agency  should  anticipate  charges  for  freight  and 
express  items,  and  encumbered  a  separate  CD-40,  Reservation  of  Funds 
against  each  activity  account  in  which  such  charges  will  occur. 


a.   Transactions  will  be  recorded  on  the  spending  agency's  No.  2 
copies  of  the  Reservation  of  Funds  by  noting  the  date,  voucher 
number,  amount  liquidated,  and  amount  of  balance. 


b.   At  the  beginning  of  each  allotment  period  thereafter,  the  fixed 
and/or  recurring  charges  for  that  period  will  be  estimated  and 
a  change  in  Reservation  of  Funds  prepared  to  increase  the  balance 
of  the  original  Reservation  of  Funds  to  bring  them  into  agreement 
with  the  estimated  requirements  for  the  period.  Copy  No. 2  will 
be  entered  in  the  Purchase  Orders  column  of  the  subsidiary  sec- 
tion of  the  budgetary  control  register  as  an  encumbrance,  attach- 
ed to  the  Reservation  of  Funds  and  replaced  in  the  pending  file. 
Copy  No.  1  will  be  sent  to  the  Comptroller's  Division  where  it 
will  be  recorded  as  an  encumbrance  and  filed  with  the  original 
Reservation  of  Funds. 


c.  When  the  final  invoices  for  fixed  and/or  recurring  charges  for 
the  fiscal  year  are  submitted  to  the  Comptroller's  Division  for 
payment,  the  unliquidated  or  remaining  balances  of  the  Reserva- 
tion of  Funds,  after  allowances  have  been  made  to  meet  liabili- 
ties, will  be  shown  as  the  amounts  to  be  liquidated. 

d.  If  it  is  found  that  the  requirements  for  an  allotment  period 
were  understated,  a  Change  in  Reservation  of  Funds  will  be 
issued  and  recorded  to  increase  the  estimates. 

Note:     In  recent  years  a  "Fixed  Reservation"  system,  control- 
led by  the  Budget  Bureau,  has  been  used  to  encumber 
certain  fixed  and/or  recurring  charges  for  the  entire 
fiscal  year.  Form  .Cp-40  (Reservation  of  Funds)  and 
Form  CD-40A  (Change  in  Reservation  of  Funds),  modified 
by  replacing  the  preprinted  "R"  with  a  "F"  has  been 
used  for  this  purpose.  A  letter  from  the  Comptroller, 
outlining  the  detail  of  the  fixed  reservation  system 
will  be  sent  to  Spending  Agencies  prior  to  the  begin- 
ning of  a  fiscal  year  in  which  this  system  is  to  be 
effective. 
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ENCUMBRANCE  PROCEDURE  (Continued) 

D.  Reservation  of  Funds  (Continued) 

4.  Space  Rentals  -  A  Reservation  of  Funds  will  be  issued  by  spending 
agencies  at  the  beginning  of  the  fiscal  year  for  each  yearly  charge 
for  rent.  The  amount  to  be  encumbered  should  not  be  for  more  than 
the  requirements  to  the  end  of  the  current  fiscal  year. 

a.  Copy  No.  2  will  be  entered  in  the  Purchase  Orders  column  of 
the  subsidiary  section  of  the  budgetary  control  register  as 
an  encumbrance  and  placed  in  the  pending  file.  Copy  No.  1 
will  be  sent  to  the  Comptroller's  Division  where  it  will  be 
encumbered  and  filed. 

b.  The  necessary  information  will  be  entered  in  the  spaces  provided 
on  the  standard  invoices  when  they  are  received  by  the  spending 
agency. 

■c.  On  the  spending  agency's  copies  of  the  Reservation  of  Funds  will 
be  noted  the  date,  voucher  number,  amount  liquidated,  and  amount 
of  balance.  The  Comptroller's  Division  audit  section  will  check 
charges  to  leases  or  other  rental  agreements  on  file. 

d.  In  accordance  with  the  provisions  of  G.L.  C.7,  S.40G  (effective 
July  1,  1981)  the  deputy  commissioner  of  capital  planning  and 
operations  may  rent  for  the  use  of  state  agencies  through  lease, 
tenancy  at  will  or  other  rental  agreement,  for  a  term  not  ex- 
ceeding five  years,  premises  outside  of  the  state  house  or  other 
buildings  owned  by  the  Commonwealth  provided  that  the  budget 
director  has  certified  that  provision  for  payment  of  rent  for 

so  much  of  the  term  of  the  agreement  as  falls  within  the  then 
current  fiscal  year  has  been  made  by  appropriation. 

e.  At  least  thirty  days  before  accepting  a  proposal  for  the  rental 
of  property  for  the  use  of  state  agencies  the  deputy  commissioner 
of  capital  planning  and  operations  shall  advertise  in  the  central 
register,  published  by  the  State  Secretary,  inviting  submission 
of  proposals.  A  rental  agreement  shall  not  be  valid  unless  the 
provision  pertaining  to  advertising  has  been  complied  with. 

f.  Copies  of  leases  or  other  rental  agreements  bearing  required 
approvals  must  be  on  file  in  the  Comptroller's  Division. 

g.  All  rentals  must  be  paid  in  arears. 

h.  An  option  to  renew  a  lease,  tenancy  at  will  or  other  rental  agree- 
ment shall  not  be  exercised  earlier  than  six  months  prior  to  the 
expiration  of  such  agreement. 
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ENCUMBRANCE  PROCEDURE  (Continued) 
D.    Reservation  of  Funds  (Continued) 

4.  Space  Rentals  (Continued) 

i.   In  the  Description  column  of  the  standard  invoice  should  be 
shown  the  following: 

(1)  "Lease"  or  "T.A.W."  (for  Tenancy  at  Will) 

(2)  Address  of  property  rented-street,  number  and  city  or  town 

j.   Garaging  State-Owned  Motore  Vehicles  -  The  payments  of  rentals 
for  both  the  private  and  public  garaging  of  state-owned  motor 
vehicles  must  have  the  approval  of  the  Motor  Vehicle  Management 
Bureau  on  Form  MVMB-37.  Copies  of  such  approved  forms  must  be 
on  file  in  the  Comptroller's  Division.  The  State  car  number 
must  be  listed  on  all  invoices  for  the  garaging  of  state-owned 
motor  vehicles. 

k.   Mooring  of  Vessels  -  Rental  costs  for  the  Mooring  of  Vessels 
must  have  the  approval  of  the  head  of  the  agency  and  the  secre- 
tary under  which  the  agency  functions.  Copies  of  such  approvals 
and  associated  agreements  should  be  on  file  in  the  Comptroller's 
Division  before  vouchers  are  submitted  for  payment. 

5.  Motor  Vehicle  Leasing  -  Passenger  car  leasing  procedures,  as  estab- 
lished by  the  State  Purchasing  Agent,  must  be  adhered  to. 

a.  A  purchase  requisition,  Form  CD-9,  with  all  pertinent  data,  e.g. 
leasing  period,  anticipated  monthly  mileage,  source  of  funding 
etc.,  must  be  approved  by  the  Commissioner  of  Administration 
before  being  submitted  to  the  Purchasing  Agent's  Division. 

(1)  The  approval  by  the  Commissioner  of  Administration  may  be 
indicated  on  the  requisition  or  may  be  on  a  document  attach- 
ed to  the  requisition. 

b.  When  costs  are  to  be  paid  from  federal  funds,  a  written  certifi- 
cation to  this  fact  from  the  federal  source,  must  be  attached  to 
the  requisition. 

c.  Bids  will  be  solicited  by  the  Purchasing  Agent's  Division  and  a 
copy  of  the  most  acceptable  proposal,  as  determined  by  the  Pur- 
chasing Agent,  will  be  sent  to  the  spending  agency. 

d.  It  is  the  responsibility  of  the  spending  agency  to  arrange  the 
leasing  agreement  with  the  vendor. 

e.  An  approved  copy  of  the  agreement  must  be  on  file  at  the  Comp- 
troller's Division  before  documents  can  be  processed  for  payment. 
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4 
ENCUMBRANCE  PROCEDURE  (Continued) 

D.  Reservation  of  Funds  (Continued) 

5.  Motor  Vehicle  Leasing  (Continued) 

f.   Regulations  promulgated  by  the  Motor  Vehicle  Management  Bureau, 
relative  to  the  operation  of  state-owned  motor  vehicles,  are 
applicable  to  leased  motor  vehicles. 

6.  Purchases  of  Perishable  Commodities  -  The  purchase  of  perishable  com- 
modities such  as  fruit,  fish  and  vegetables,  are  not  to  be  considered 
as  emergency  purchases.  Spending  agencies  which  are  authorized  by 
the  Purchasing  Agent's  Division  to  make  such  purchases  locally  must 
encumber  the  estimated  cost  of  these  items  for  an  allotment  period. 

E.  Advices  of  Change  -  There  are  three  types  of  Advices  of  Change:  Change 
in  Purchase  Order,  Form  CD-30A,  which  is  issued  by  the  Purchasing  Agent's 
Division  to  effect  a  change  in  a  purchase  order  previously  issued  by  them 
to  vendors;  Change  is  Departmental  Purchase  Order,  Form  CD-30,  which  is 
issued  by  spending  agencies  to  effect  a  change  in  a  departmental  purchase 
order  previously  issued  by  them  to  vendors  and  Change  in  Reservation  of 
Funds,  Form  CD-40A,  which  is  prepared  by  a  spending  agency  to  make 
changes  in  Reservation  of  Funds,  Form  CD-40,  previously  issued.  The  use 
and  procedures  to  be  followed  in  issuing  advices  of  change  is  as  follows: 

1.  Change  in  Purchase  Order,  Form  CD-30A  -  Changes  in  Purchasing  Agent's 
Division  purchase  orders  are  prepared  by  the  Purchasing  Agent's  Di- 
vision and  copies  No.  5,  6,  7  and  8  are  sent  to  the  spending  agency. 
In  the  case  of  institutions  these  copies  are  sent  through  the  depart- 
ment where  copy  No.  8  is  retained  and  the  remaining  copies  forwarded 
to  the  institution.  Upon  receipt  of  copies  No.  5,  6  and  7  of  change 
in  purchase  orders,  the  spending  agency  will  enter  copy  No.  6  as  an 
increase  or  decrease,  as  the  case  may  be,  in  the  Purchase  Orders  col- 
umn of  the  subsidiary  section  of  the  budgetary  control  register.  It 
will  then  be  attached  to  the  purchase  order  affected  and  replaced  in 
the  pending  file.  The  No.  7  copy  will  be  placed  in  the  Comptroller's 
file  and  it  will  later  be  attached  to  the  invoice  pertaining  to  it 
when  it  is  submitted  to  the  Comptroller's  Division  for  payment. 

a.  Changes  by  Purchasing  Agent's  Division  -  If  the  spending  agency 
finds  it  necessary  to  have  a  Purchasing  Agent's  Division  pur- 
chase order  corrected  in  any  way,  it  will  be  necessary  to  notify 
the  Purchasing  Agent's  Division,  in  writing,  setting  forth  the 
conditions  requiring  correction.  Advices  of  change  will  be  pre- 
pared by  the  Purchasing  Agent's  Division,  submitted  to,  and  re- 
corded by  the  Comptroller's  Division  in  the  same  manner  as  the 
purchase  orders  against  which  they  apply. 

b.  Unfilled  Purchasing  Agent's  Division  Purchase  Orders  -  If  and 
when  a  spending  agency  determines  that  a  Purchasing  Agent's  Di- 
vision purchase  order  will  not  be  filled  in  whole  or  in  part, 
except  in  those  cases  governed  by  trade  practices,  it  should 
request  the  Purchasing  Agent's  Division  to  cancel  the  unfilled 
portion. 
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4 
ENCUMBRANCE  PROCEDURE  (Continued) 

E.    Advices  of  Change  (Continued) 

1.  Change  in  Purchase  Order,  Form  CD-30A  (Continued) 

b.   Unfilled  Purchasing  Agent's  Division  Purchase  Orders  (Continued) 

(1)  The  spending  agency  should  liquidate  the  balance  remaining 
on  the  final  standard  invoice  when  the  agency  determines 
the  purchase  order  has  been  completed,  when  the  remaining 
items  will  not  be  delivered,  or,  as  a  result  of  trade  prac- 
tice, the  total  deliveries  are  over  or  under  the  quantities 
ordered.  Letters  should  not  be  addressed  to  the  Comptrol- 
ler's Division  to  effect  changes  in  Purchasing  Agent's  Di- 
vision Purchase  Orders. 

2.  Change  in  Departmental  Purchase  Order,  Form  CD-30  -  Changes  in  depart- 
mental purchase  orders  are  prepared  by  the  spending  agency.  They 
consist  of  a  series  of  six  copies  and  are  disposed  of  in  the  same 
manner  as  departmental  purchase  orders.  Copy  No.  6  of  change  in  de- 
partmental purchase  order  should  be  entered  as  an  increase  or  de- 
crease, as  the  case  may  be,  in  the  Purchase  Orders  column  of  the  sub- 
sidiary section  of  the  budgetary  control  register  before  submitting 
any  copies  to  the  Purchasing  Agent's  Division.  Three  copies  (No.  1, 

2  and  4)  of  each  change  in  departmental  purchase  order,  will  be  sub- 
mitted to  the  Purchasing  Agent's  Division  to  be  processed  in  the 
same  manner  as  the  original  purchase  order  against  which  they  apply. 

a-   Change  in  Activity  Account  Number  -  Two  changes  in  Departmental 
Purchase  Order  will  be  prepared  by  the  spending  agency  whenever 
it  becomes  necessary  to  transfer  a  departmental  purchase  order 
from  one  activity  account  or  subsidiary  account  to  another. 
One  change  will  be  prepared  to  liquidate  the  encumbrance  from 
the  incorrect  account,  the  other  to  encumber  the  departmental 
purchase  order  against  the  proper  account.  Sufficient  informa- 
tion must  be  given  in  the  body  of  each  change  order  to  satisfac- 
torily explain  the  requested  transfer.  The  change  order  to  en- 
cumber against  the  proper  account  must  have  the  "Type  Code" 
changed  from  861  to  862  and  the  "Change  Order  No."  shown  as  "00". 

b.  Extensions  and  Footings  on  Departmental  Order  and  Change  Orders 
The  Comptroller's  Division  does  not  verify  extensions  and  foot- 
ings on  these  documents.  Therefore,  if  it  is  necessary  to  make 
a  change  in  the  activity  account  number  or  the  amount  of  a  pur- 
chase order  or  a  change  order  after  it  has  been  recorded  on  the 
records  of  the  Comptroller's  Division,  it  can  be  accomplished 
only  by  the  issuance  of  a  Change  in  Departmental  Purchase  Order. 

c-  Departmental  Purchase  Orders  Understated  or  Overstated  -  If  it 
is  found  that  a  departmental  purchase  order  was  originally  un- 
derstated or  overstated  and  the  final  invoice  pertaining  to  it 
Is  iaK-U  received>  a  Change  in  Departmental  Purchase  Order 
should  be  issued  in  the  regular  manner  to  increase  or  decrease 
the  balance  of  the  order. 
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4 
ENCUMBRANCE  PROCEDURE  (Continued) 

E.  Advices  of  Change  (Continued) 

3.  Change  in  Reservation  of  Funds,  Form  CD-40A  -  Changes  in  Reservations 
of  Funds  are  made  by  the  spending  agency  by  submitting  to  the  Comp- 
troller's Division  copy  No.  1  of  Form  CD-40A,  Change  in  Reservation 
of  Funds.  The  No.  2  copy  will  be  entered  in  the  budgetary  control 
register  of  the  spending  agency  as  an  increase  or  decrease,  as  the 
case  may.be,  in  the  Purchase  Orders  column  of  the  applicable  subsid- 
iary account  before  the  No.  1-  copy  is  sent  to  the  Comptroller's  Divis- 
ion. 

F.  Standard  Invoices  -  After  a  standard  invoice  has  been  audited  by  the 
spending  agency,  copy  No.  7  of  Purchasing  Agent's  Division  purchase 
orders  and/or  change  orders  relating  thereto  will  be  removed  from  the 
Comptroller  file  and  attached  to  the  Comptroller's  Division  copy  of  the 
standard  invoice.  Subsequent  invoices  against  the  same  purchase  order 
will  bear  the  notation  PURCHASE  ORDER  ATTACHED  TO  AGENCY  VOUCHER  CODE 


1.  Liquidations  -  The  gross  amount  of  the  invoice  should  be  liquidated 
when  discounts  are  taken  and  result  in  a  net  payment.  In  no  case 

should  a  liquidation  be  made  in  excess  of  the  balance  of  an  outstand- 
ing encumbrance. 

6.    Accounts  Payable  File  -  At  the  close  of  a  fiscal  year  those  purchase 

orders,  Reservations  of  Funds,  and/or  change  orders  which  represent  the 
final  outstanding  encumbrances  will  be  removed  from  the  pending  file  and 
placed  in  the  accounts  payable  file.  This  will  not  apply  to  continuing 
appropriations,  federal  grants,  or  trust  funds. 

H.    Fiscal  Year  Closing  -  The  following  information  pertaining  to  purchase 
orders  and  Reservations  of  Funds  should  be  carefully  reviewed  before  the 
close  of  each  fiscal  year  to  insure  that  sufficient  funds  have  been  re- 
served to  cover  the  spending  agency's  requirements: 

1.  The  Comptroller's  Annual  Letter  relating  to  "Closing  of  the  Books" 
will  indicate  the  last  day  on  which  the  Comptroller's  Division  will 
accept  purchase  orders,  Reservation  of  Funds  and/or  change  orders 
affecting  encumbrances  against  accounts  expiring  June  30  of  the  fis- 
cal year. 

2.  In  determining  the  availability  of  funds  against  which  purchase 
orders  and  Reservation  of  Funds  may  be  encumbered  on  the  Comptroller's 
Division  records  on  June  30,  repayments  of  advances  should  be  made  in 
sufficient  time  to  permit  their  recording  by  the  Comptroller's  Divis- 
ion before  the  purchase  orders  or  Reservation  of  Funds  are  received. 

3.  Beginning  June  1,  provided  the  Appropriation  Act  has  been  passed  on 
or  before  that  date,  and  contains  such  provision,  obligations  for 
goods  to  be  delivered  or  services  to  be  rendered  on  and  after  July  1 
should  be  incurred  against  the  funds  available  for  the  next  fiscal 
year.  All  purchase  orders,  Reservation  of  Funds  and/or  change  orders 
submitted  to  the  Comptroller's  Division  during  the  month  of  June  must 
have  that  fiscal  year  or  the  next  fiscal  year  plainly  stamped  on  them 
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ENCUMBRANCE  PROCEDURE  (Continued) 
H.    Fiscal  Year  Closing  (Continued) 

3.  (Continued) 

to  indicate  the  fiscal  year  in  which  they  are  to  be  encumbered. 

4.  It  will  not  be  necessary  to  transmit  change  orders  to  the  Comptrol- 
ler's Division  to  have  the  encumbrances  outstanding  as  of  June  30 
transferred  to  the  next  fiscal  year  records  on  those  accounts  which 
will  be  continued  on  the  succeeding  fiscal  year's  records  in  accord- 
ance with  the  provisions  of  the  law. 

5.  Departmental  Purchase  Orders  or  Reservations  of  Funds  must  not  be 
used  to  reserve  current  fiscal  year  funds  in  those  cases  where  the 
Purchasing  Agent's  Division  has  been  unable  to  place  an  order  for 
items  requisitioned  by  a  spending  agency  or  to  reserve  funds  for  a 
contract  which  has  not  actually  been  placed  prior  to  the  close  of  the 
fiscal  year. 

6.  Reservation  of  Funds,  Departmental  Purchase  Orders  and/or  change 
orders  should  be  carefully  reviewed  to  determine  that  sufficient 
amounts  have  been  reserved  to  cover  the  requirements  for  which  they 
were  issued.  Particular  attention  should  be  given  to  such  items  as 
freight  and  express,  utilities,  postage  due,  travel,  over-runs,  etc., 
and  also  to  those  items  billed  by  the  Purchasing  Agent's  Division  Sup- 
ply Unit.  Departmental  purchase  orders  and  Reservations  of  Funds  are 
for  the  purpose  of  covering  specific  items  and  must  not  be  used  to 
reserve  amounts  in  excess  of  requirements. 

7.  The  estimated  requirements  for  those  personal  service  items  of  the 
current  fiscal  year  which  cannot  be  passed  for  payment  by  the  Comptrol- 
ler's Division  in  time  to  be  recorded  as  current  year  transactions  or 
paid  by  the  spending  agency  from  their  current  year  advances  must  also 
be  covered  by  a  Reservation  of  Funds. 

8.  Purchasing  Agent's  Division  purchase  orders  should  be  carefully  re- 
viewed in  order  to  assure  that  sufficient  funds  will  be  reserved  for 
accounts  payable.  In  cases  where  experience  would  indicated  that 
there  will  be  over-runs  or  extra  quantities  delivered  due  to  trade 
practices,  a  change  order  must  be  submitted  to  the  Comptroller's  Di- 
vision for  encumbrance  purposes  using  the  same  order  numbers  as  shown 
on  the  original  purchase  orders.  This  is  the  only  instance  where  it 
is  permissible  for  a  spending  agency  to  increase  a  Purchasing  Agent's 
Division  Purchase  Order  by  following  the  procedure  of  using  a  Change 
in  Departmental  Purchase  Order,  Form  CD-30,  changing  the  "D"  to  a  "P" 
and  changing  Type  Code  861  to  851.  All  items,  such  as  extra  quanti- 
ties delivered,  increases  in  unit  prices,  etc.,  applying  to  a  purchase 
order  or  Reservation  of  Funds  encumbered  on  or  before  June  30,  are  to 
be  considered  as  liabilities  of  that  year  and  must  not  be  paid  from 
the  next  year's  appropriation.  If  funds  have  not  been  reserved  on  or 
before  June  30  on  the  records  of  the  Comptroller's  Division  for  these 
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ENCUMBRANCE  PROCEDURE  (Continued) 
H.    Fiscal  Year  Closing  (Continued) 

8.  (Continued) 

items,  they  must  be  considered  deficiencies  and  submitted  in  accord- 
ance with  established  procedures  for  requesting  a  deficiency  payment: 

a.  If  sufficient  funds  had  reverted  in  the  subsidiary  account  to 
which  the  invoice  was  to  be  charged  the  payment  documents  should 
be  submitted  to  the  Comptroller's  Division  accompanied  with  a 
letter  addressed  to  the  Comptroller  explaining  the  deficiency. 

b.  If  sufficient  funds  had  not  reverted  in  the  subsidiary  account 
to-  which  the  invoice  was  to  be  charged,  the  deficit  must  be  re- 
ferred to  the  Budget  Director  in  the  regular  budgetary  procedure 
requesting  funds.  Documents  must  not  be  submitted  to  the  Comp- 
troller's Division  until  funds  have  been  made  available. 

9.  It  must  be  borne  in  mind  when  reserving  amounts  at  the  end  of  any 
fiscal  year  that  as  items  are  passed  for  payment  during  the  succeed- 
ing fiscal  year,  the  liquidation  made  on  each  Accounts  Payable  item 
must  not  be  less  than  the  amount  to  be  paid  nor  greater  than  the  bal-  , 
ance  of  the  encumbrance. 

10.  After  the  close  of  any  fiscal  year  the  amount  reserved  for  payment  of 
an  Account  Payable  may  not  be  increased  for  any  reason,  nor  may  any 
funds  reserved  for  the  payment  of  a  specific  item  of  Accounts  Payable 
be  used  for  the  payment  of  any  other  item  of  Accounts  Payable. 

11.  During  each  fiscal  year  as  the  determination  is  made  that  certain 
items  of  Accounts  Payable  have  been  reserved  in  excess  of  actual  re- 
quirements, necessary  action  should  be  initiated  to  effect  the  liqui- 
dation of  such  excessive  reservations.  Change  Orders  applicable  to 
liabilities,  must  be  plainly  and  conspicuously  marked  "19_  _  ACCOUNTS 
PAYABLE".  Accounts  Payable  have  a  life  of  four  months  unless  extended 
for  an  additional  two  months  by  the  Budget  Director  at  the  written  re- 
quest of  the  spending  agency. 

12.  When  Type  Code  876  (Other)  is  used  to  encumber  accounts  which  have  no 
subsidiaries,  the  Reservation  of  Funds  and/or  Change  in  Reservation 
of  Funds  forms  reserving  funds  at  the  close  of  the  fiscal  year  must 
include  a  list  of  the  items  and  the  amounts  and  object  codes  applica- 
ble to  each  item. 
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CONTRACTS  -  CONSTRUCTION 

A.   Contracts  (Construction,  reconstruction,  alterations,  repairs  or  development 
"oT  buildings,  roads,  bridges  or  physical  property)  -  Contracts  other  than 
Award  Contracts  of  the  Purchasing  Agent's  Division  should  not  be  given  to  a 
contractor  until  the  amount  of  the  contract  has  been  encumbered  on  the  re- 
cords of  the  spending  agency  and  the  Comptroller's  Division. 

1.  A  Reservation  of  Funds  will  be  prepared  to  record  each  contract  or  agree- 
ment as  an  encumbrance.  At  least  three  copies  (Comptroller's,  Contractor's 
and  Spending  Agency's)  of  the  contract  or  agreement  should  be  prepared  by 
the  spending  agency.  The  number  and  amount  of  the  Reservation  of  Funds 
and  the  number  of  the  activity  account  to  be  encumbered  should  be  noted 

on  that  page  of  the  contract  or  agreement  showing  the  total  amount  of  the 
proposed  award-  The  Comptroller's  copy  of  the  contract  or  agreement  should 
have  the  following  applicable  detail  listed  or  attached: 

a.  Notice  inviting  proposals 

b.  Acceptance  letter  from  department  head  or  authorized  agent 

c.  Starting  and  completion  dates 

d.  Minimum  Wages  Rates  (G.L.  Ch.  149,  S.26  and  27D) 

e.  Bonds:  payment,  performance  and  quality 

f.  Prequal ification  statement 

g.  Affidavit,  concerning  G.L.  Ch.  29,  S.8A,  on  page  with  signatures 
h.  General  provisions 

i.   Specifications 

j.   Audit  provisions  as  outlined  in  Executive  Order  No.  195 

N.B.  The  Comptroller's  Division  must  be  immediately 
notified,  in  writing,  when  a  contract  has  been 
cancelled. 

2.  Competitive  Bidding  on  State  Contracts  -  Refer  to  G.L.  Ch.  29,  S.8A; 
Ch.  149,  S.44A  to  441;  CH.  30,  S.39M. 

a.   General  Laws  Chapter  29,  Section  8A,  as  amended,  provides  as  follows: 

"No  officer  having  charge  of  any  office,  department 
or  undertaking  which  receives  a  periodic  appropriation 
from  the  Commonwealth  shall  award  any  contract  for  the 
construction,  reconstruction,  alteration,  repair  or 
development  at  public  expense  of  any  building,  road, 
bridge  or  other  physical  property  if  the  amount  involved 
therein  is  one  thousand  dollars  or  over,  unless  a  notice 

5-1 


CONTRACTS  -  CONSTRUCTION  (Continued) 

A.    Contracts  (Construction,  reconstruction,  alterations,  repairs  or  development 
of  buildings,  roads,  bridges  or  physical  property)  (Continued) 

2.  Competitive  Bidding  on  State  Contracts  (Continued) 

a.   (Continued) 

inviting  proposals  therefor  shall  have  been  posted,  not  less 
than  one  week  prior  to  the  time  specified  in  such  notice  for 
the  opening  of  said  proposals  in  a  conspicuous  place  on  or 
near  the  premises  of  such  officer,  and  shall  have  remained 
so  posted  until  the  time  so  specified,  and,  if  the  amount  in- 
volved therein  is  in  excess  of  five  thousand  dollars,  unless 
such  a  notice  shall  also  have  been  published  at  least  once 
not  less  than  two  weeks  prior  to  the  time  so  specified,  or, 
in  the  case  of  any  contract  awarded  pursuant  to  the  provisions 
of  sections  forty-four  A  through  H,  inclusive,  of  Chapter  one 
hundred  and  forty-nine,  unless  a  notice  inviting  applications 
to  bid  has  been  published  at  such  time  prior  to  receipt  of 
proposals  as  section  forty-four  D  of  said  chapter  provides; 
and  at  such  other  times  prior  thereto,  if  any,  as  the  commis- 
sioner of  administration,  or  in  the  case  of  any  contract  award- 
ed pursuant  to  sections  fort-four  A  through  H,  inclusive,  of 
chapter  one  hundred  forty-nine,  as  the  deputy  commissioner  of 
capital  planning  and  operations  shall  direct,  in  the  central 
register  published  by  the  state  secretary  pursuant  to  section 
twenty  of  chapter  nine  and  in  such  newspaper  or  newspapers  or 
trade  periodical  or  periodicals  as  said  commissioner  or  deputy 
commissioner,  having  regard  to  the  locality  of  the  work  invol- 
ved in  such  contract,  shall  prescribe;  provided,  that  such  pub- 
lication may  be  omitted,  in  cases  of  special  emergencies  invol- 
ving the  health  and  safety  of  the  people  and  their  property, 
upon  the  written  approval  of  said  commissioner  or  deputy  commis- 
sioner; and  provided  further,  that  in  the  case  of  work  under  the 
supervision  or  control  of  the  department  of  public  works,  the 
commissioner  of  public  works  shall  prescribe  the  newspaper  or 
newpapers,  or  trade  periodical  or  periodicals  in  addition  to  the 
central  register  in  which  said  notice  shall  be  published,  having 
regard  to  the  locality  of  the  work  involved.  Proposals  for  any 
contract  subject  to  this  section  shall  be  in  writing  and  shall  be 
opened  in  public  at  a  time  and  place  specified  in  the  posted  or 
published  notice,  and  after  being  so  opened  shall  be  open  to  pub- 
lic inspection.  No  contract  or  preliminary  plans  and  specifica- 
tions shall  be  split  or  divided  for  the  purpose  of  evading  the~ 
provisions  of  this  section,   (emphasis  added)  No  contract  subject 
to  the  provisions  of  sections  forty-four  A  through  H,  inclusive, 
of  chapter  one  hundred  and  forty-nine  shall  be  awarded  unless  the 
rnmniSTS-?u  se^*on  forty-four  D  of  said  chapter  have  been  fully 
complied  with.  The  provisions  of  this  section  shall  not  apply  to 
any  transaction  between  the  commonwealth  and  any  of  its  political 
subdivisions  or  between  the  commonwealth  and  any  public  service 
corporation. 
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CONTRACTS  -  CONSTRUCTION  (Continued) 

A.    Contracts  (Construction,  reconstruction,  alterations,  repairs  or  development 
of  buildings,  roads,  bridges  or  physical  property)  (Continued) 

2.  Competitive  Bidding  on  State  Contracts  (Continued) 

b.   Each  copy  of  a  contract  or  agreement  must  include,  on  that  page 
bearing  the  signature  to  the  contract  agreement,  the  following 
affidavit  signed  by  the  head  of  the  department  or  his  authorized 
agent: 

"I  hereby  certify  under  the  penalties  of  perjury 
that  all  the  applicable  provisions  of  General 
Laws  (Ter.  Ed.)  Chapter  29,  Section  8A,  as  amend- 
ed, have  been  complied  with." 

Signed Department  Head 


(or  Authorized  Agent) 

3.  In  order  that  payments  may  be  expedited  it  is  most  important  that  the 
Comptroller's  certified  copy  of  each  new  contract  or  agreement  be  for- 
warded to  the  Comptroller's  Division  immediatedly  after  the  require- 
ments as  set  forth  in  paragraph  Al  and  A2  above  have  been  accomplished. 
This  action  is  necessary  in  order  that  such  contracts  may  be  reviewed 
and  any  possible  errors  or  omissions  corrected  and  the  contract  entered 
on  the  Comptroller's  records  before  the  first  estimate  is  submitted  for* 
payment. 

4.  The  No.  2  copy  of  the  Reservation  of  Funds  will  be  entered  by  the  spend- 
ing agency  in  the  subsidiary  section  of  the  budgetary  control  register 
and  placed  in  the  pending  file. 

5.  The  No.  1  copy  of  the  Reservation  of  Funds  will  be  submitted  to  the 
Comptroller's  Division  where,  if  sufficient  funds  are  available,  it  will 
be  encumbered.  The  No.  1  copy  will  be  retained  by  the  Comptroller's  Di- 
vision. 

6.  Advertising  -  Contracts  involving  amounts  of  $1,000.00  to  $5,000.00,  in- 
clusive, require  that  a  notice  inviting  proposals  therefor  shall  be 
posted  in  a  conspicuous  place  (on  or  near  the  business  premises  of  the 
awarding  officer)  not  less  than  one  week  prior  to  the  time  specified  in 
such  notice  for  the  opening  of  said  proposals.   (G.L.  (Ter.  Ed.)  Ch.  29, 
S.8A,  as  amended).  A  copy  of  the  notice  inviting  proposals  shall  be 
inserted  in  the  contract. 

a.   As  noted  in  paragraph  A2a,  all  contracts  in  excess  of  $5,000.00 

must  have  a  notice  inviting  proposals  not  less  than  two  weeks  prior 
to  the  time  specified  for  the  opening  of  proposals. 

(1)  In  the  case  of  a  contract  awarded  pursuant  to  Sections  44A 

through  44H  of  Chapter  149  of  the  General  Laws,  a  pre-qualifi- 
cation  statement  and  an  application  to  bid  must  be  received 
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CONTRACTS  -  CONSTRUCTION  (Continued) 

A.    Contracts  (Construction,  reconstruction,  alterations,  repairs  or  development 
of  buildings,  roads,  bridges  or  physical  property)  (Continued) 

6.  Advertising  (Continued) 
a.   (Continued) 

(1)  (Continued) 

within  one  week  after  publication  of  the  notice  inviting 
applications  to  bid. 

(a)  Notifications  shall  be  published  in  the  central  register, 
published  by  the  state  secretary  and  in  such  other  news- 
papers or  trade  periodicals  as  the  Commissioner  of  Admin- 
istration or  the  Deputy  Commissioner  of  Capital  Planning 
and  Operations  shall  prescribe  having  regard  to  the  local- 
ity of  the  work  involved  in  the  contract. 

(b)  In  the  case  of  work  under  the  supervision  or  control  of 
the  Department  of  Public  Works  the  Commissioner  of  Public 
Works  shall  prescribe  the  newspapers  or  trade  periodicals, 
in  addition  to  the  central  register,  in  which  a  notice 
may  be  published  having  regard  to  the  locality  of  work 
involved. 

7.  Bonds  -  Contracts  for  more  than  $5,000.00  for  construction,  reconstruc- 
tion, alterations,  remodeling,  repair  or  demolition  of  public  buildings 
or  other  public  works  must  have  a  payment  bond  in  an  amount  not  less  than 
one-half  of  the  total  contract  price.  (G.L.  (Ter.  Ed.)  Ch.  149,  S.29,  as 
amended) 

a.  G.  L.  (Ter.  Ed.)  Ch.  149,  S.44A,  Item  3  requires  a  general  contrac- 
tor on  construction  of  buildings  to  furnish  a  performance  bond,  a 
quality  bond  and  also  a  labor  and  materials  or  payment  bond.  This 
item  applies  to  contracts  over  $5,000.00  involving  building  con- 
struction only. 

(1)  On  other  than  buildings,  a  performance  bond  is  not  required 
by  statute  but  should  be  an  administrative  matter. 

b.  Contracts  that  require  a  performance  bond  covering  maintenance  work 
at  the  spending  agency  should  include  the  following  statement  on 
the  standard  invoice,  if  a  copy  of  the  bond  is  not  included  in  the 
contract: 

"A  performance  bond  with  the  Company  in  the 

full  amount  of  the  contract  is  on  file  in  this  office." 

c.  If  the  contract  exceeds  $5,000.00  a  copy  of  the  payment  bond  and  the 
performance  bond  should  be  included  in  the  contract: 
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CONTRACTS  -  CONSTRUCTION  (Continued) 

A.    Contracts  (Construction,  reconstruction,  alterations,  repairs  or  development 
of  buildings,  roads,  bridges  or  physical  property)  (Continued) 

7.  Bonds  (Continued) 

d.  G.L.  (Ter.  Ed.)  Ch.  30,  S.39A  provides  in  part  that  contracts  for 
construction,  repair,  alteration  or  improvement  of  public  ways, 
airports  or  similar  public  works  require  sufficient  security  from 
the  general  contractor  for  payment  of  rental  or  transportation 
charges  for  the  hire  or  use  of  dump  trucks. 

e.  Indemnity  bonds  are  required  on  work  that  falls  within  the  provi- 
sion of  G.L.  (Ter.  Ed.)  Ch.  92,  S.24. 

f.  The  discharge  and  substitution  of  bonds  is  covered  in  G.L.  (Ter. 
Ed.)  Ch.  30,  S.40. 

8.  On  Contracts  from  $1,000.00  to  $5,000.00  spending  agencies  should  obtain 
security  by  a  bond  in  order  to  protect  the  Commonwealth.  This  is  not 
required  by  statute  but  should  be  considered  an  administrative  matter. 

9.  Emergency  Repairs  -  The  following  documentation  must  be  submitted  to  the 
Comptroller's  Division  to  substantiate  payments  caused  by  an  emergency 
that  involved  the  health  and  safety  of  people  and  their  property. 

a.  An  approved  "Publication  Waiver  Request",  form  AF-12 

b.  A  proposal  from  the  vendor  showing  the  estimated  cost 

c.  A  letter  from  the  Spending  Agency  accepting  the  proposal 

d.  A  copy  of  the  Payment  Bond  and  a  copy  of  the  Performance  Bond 

e.  Itemized  bills  supporting  a  payment 

10.  Notice  of  Intention  and  Extra  Work  Orders  -  G.L.  (Ter.  Ed.)  Ch.  29,  S.20A 
provides,  in  effect,  that  no  order  for,  or  claim  for  payment,  for  extra 
work  in  addition  to  an  existing  contract  shall  be  approved  by  any  offical 
until  one  week  after  Notice  of  Intention  to  act  upon  such  order  or  claim 
shall  have  been  filed  by  him  with  the  Comptroller.   It  (Section  20A)  also 
provides  that  in  case  such  order  is  under  $5,000.00  or  necessitated  by 
extreme  emergency,  notice  of  approval  of  such  work  may  be  filed,  after 
the  work  has  been  commenced  or  completed,  with  a  brief  statement  as  to 
the  character  of  the  emergency,  if  any.  Such  notice  must  be  filed  in 
any  case  before  final  payment  is  made.  Each  Notice  of  Intention  and 
each  Extra  Work  Order  must  contain  the  following  information  in  accor- 
dance with  the  provisions  of  said  law: 

a.   Notice  of  Intention 

Name  of  agency 
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CONTRACTS  -  CONSTRUCTION  (Continued) 

A.    Contracts  (Construction,  reconstruction,  alterations,  repairs  or  development 
of  buildings,  roads,  bridges  or  physical  property)  (Continued)        ~~ 

10.  Notice  of  Intention  and  Extra  Work  Orders  (Continued) 

a.  Notice  of  Intention  (Continued) 
Name  of  contractor 

Number  or  other  designation  of  contract 

Title  of  contract  (e.g.,  Construction  of  State  Highway) 

Date  of  contract 

Amount  of  accepted  bid 

Estimated  total  cost  of  contract,  including  extra  work  orders 

Total  amount  of  orders  previously  approved  for  payment 

Character  and  location  of  work  proposed  in  extra  work  order 

Estimated  cost  of  proposed  amount  of  each  order  or  claim 

Approval  of  engineer  or  authorized  person 

b.  Extra  Work  Orders 
Name  of  agency 
Contractors'  name 

Number  of  the  extra  work  order 

Contract  number 

Character  and  location  of  work 

Estimated  cost  of  extra  work  order  or  claim 

Approval  of  engineer  or  authorized  person  and  approval  date 

Contractors  itemization  should  be  attached  to  the  extra  work  order 

(1)  In  order  to  facilitate  processing,  the  name  of  the  contractor 

should  be  clearly  indicated  on  the  notice  and  extra  work  order 

Successive  notices  applying  to  the  same  contract  should  be 
numbered  in  sequence. 

If  it  is  found  that  the  balance  of  the  original  encumbrance 
is  not  sufficient  to  complete  the  contract,  or  authorized  extrs 
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CONTRACTS  -  CONSTRUCTION  (Continued) 

A.    Contracts  (Construction,  reconstruction,  alterations,  repairs  or  development 
of  buildings,  roads,  bridges  or  physical  property)  (Continued) 

10.  Notice  of  Intention  and  Extra  Work  Orders  (Continued) 
b.   Extra  Work  Orders  (Continued) 

(2)  (Continued) 

or  contemplated  work  for  which  the  necessary  Notice  of  Inten- 
tion has  been  filed  with  the  Comptroller's  Division,  a  change 
order  must  be  issued  to  increase  the  amount  of  the  Reservation 
of  Funds. 

(3)  The  provisions  of  S.20A,  Ch.'29,  G.L.  shall  not  apply  to  any 
change  order  request  submitted  and  acted  upon  in  accordance 
with  sections  42E  through  421,  inclusive  of  Chapter  7,  G.L. 
(as  amended)  Such  change  order  requests  shall  be  processed 
in  compliance  with  regulations  promulgated  by  the  Deputy 
Commissioner  of  Captial  Planning  and  Operations. 

11.  Claims  for  Payment  for  Extra  Work  -  If  extra  work  has  been  done  and  the 
procedure  for  filing  for  this  extra  work  has  not  been  followed  as  to 
time  and  method,  it  nevertheless  constitutes  a  claim  against  the  Common- 
wealth. If  such  a  Claim  for  Payment  for  Extra  Work  is  filed  by  the  Con- 
tractor, it  should  be  submitted  to  the  spending  agency  in  accordance 
with  the  provisions  of  the  contract.  If  the  claim  is  not  in  accordance 
with  the  conditions  of  the  contract,  such  conditions  may  be  waived  by 
the  spending  agency  if  the  work  has  been  completed  to  their  satisfaction 
by  submission  of  the  following  statement  in  approval  of  the  claim: 

"We  hereby  waive  any  express  conditions  of  the  con- 
tract relative  to  the  time  and  manner  of  submission 
of  such  claim,  the  work  having  been  completed  to  the 

satisfaction  of  the  

(spending  agency). . 

(Signed) 


Head  of  Spending  Agency 
a.   The  Claim  should  be  processed  as  follows: 

(1)  Notice  of  Intention  must  be  filed  in  the  Comptroller's  Division 
seven  days  before  the  approval  of  the  Claim,  using  the  Notice 
of  Intention  Form  but  labeling  it  "Notice  of  Intention  to  Ap- 
prove Claim  for  Payment". 

(2)  Not  less  than  one  week  after  filing  such  notice,  the  spending 
agency  may  approve  the  Claim  for  payment. 

(3)  The  Claim,  listing  the  details  of  the  work  performed  and  arriv- 
ing at  a  breakdown  of  the  cost,  will  be  attached  to  a  standard 
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CONTRACTS  -  CONSTRUCTION  (Continued) 

A.    Contracts  (Construction,  reconstruction,  alterations,  repairs  or  development 
of  buildings,  roads,  bridges  or  physical  property)  (Continued) 

11.  Claims  for  Payment  for  Extra  Work  (Continued) 
a.   (Continued) 

(3)  (Continued) 

invoice  and  accompained  by  Batch  Transmittal,  Form  CD-41.  The 
total  amount  of  the  claim  must  not  exceed  the  amount  requested 
by  the  claimant. 

12.  Extension  of  Contract  Completion  Date  -  A  letter  of  approval  indicating 
the  revised  contract  completion  date,  must  be  submitted  to  the  Comptrol- 
ler's Division. 

13.  Liquidated  Damages  -  An  assessment,  for  failure  to  complete  the  work  on 
a  specified  date,  known  as  "liquidated  damages",  will  be  deducted  from 
a  final  progress  payment  and  processed  as  follows: 

a.  The  gross  amount  due  should  be  computed  in  accordance  with  the  pro- 
visions of  the  contract  and  shown  in  the  column  captioned  "Descrip- 
tion" of  the  standard  invoice. 

b.  The  amount  of  liquidated  damages  will  be  deducted  from  the  gross 
amount  due  and  the  resultant  figure  shown  as  the  net  amount  due 
contractor. 

c.  The  net  amount  due  contractor  will  be  entered  in  the  lower  section 
of  the  standard  invoice  as  the  amount  to  be  charged  to  the  activity 
account.  The  amount  to  be  entered  in  the  "Liquidation  Amount"  col- 
umn will  be  the  balance  of  the  encumbrance  document  less  the  amount 
of  liquidated  damages. 

d.  A  letter  must  be  submitted  to  the  Comptroller's  Division  requesting 
that  the  amount  of  liquidated  damages  be  charged  to  the  proper  ac- 
tivity account,  and  encumbrance  document,  and  credited  to  the  proper 
income  account. 

14-  Funds  Reserved  for  Final  Contract  Payments  -  A  liability  item  will  expire 
on  October  31,  unless  extended  by  the  Budget  Director,  at  the  request  of 
the  Spending  Agency,  to  December  31.  To  effect  the  payment  of  amounts 
reserved  for  final  contract  payment,  in  those  instances  when  the  payment 
date  is  after  December  31,  the  following  accounts  have  been  established: 

Activity  Account  1103-1601  "Payment  to  Contractors" 

Receipt  Account  7203-72-01-37  "Receipt  of  Reserve  Funds" 

a.   Example:  An  invoice,  in  the  amount  of  $2,490.51  is  received  in  Decem- 
ber payable  to  a  contractor  against  an  item  of  Accounts  Payable.  Of 
this  amount  $249.05  is  to  be  retained  as  a  reserve  until  March  31. 
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CONTRACTS  -  CONSTRUCTION  (Continued) 

A.    Contracts  (Construction,  reconstruction,  alterations,  repairs  or  development 
of  buildings,  roads,  bridges  or  physical  property)  (Continued) 

14.  Funds  Reserved  for  Final  Contract  Payments  (Continued) 

a.   Example  (Continued) 

(1)  The  Standard  invoice,  representing  the  payment  (less  the  re- 
serve) will  show  in  the  "Description"  column: 

Amount  previously  retained         $  2,490.51 
Less  -  Liability  for  Reserve 

Withheld  on  Contract  249.05 


Net  Payment  $  2,241.46 


The  lower  section  of  the  standard  invoice  will  show  the  fol- 
lowing: 

Activity  Account  Agency's  Account 

Subsidiary  Account  00,  12  or  18 

Object  Code  601  or  789 

Expenditure  Amount  $2,241.46 

Liquidation  Amount  $2,490.51 

(2)  When  the  invoice,  attached  to  a  Batch  Transmittal  is  submitted 
for, payment  a  letter  should  be  sent  to  the  Comptroller's  Divis- 
ion requesting  that  the  Comptroller  transfer  the  amount  to  be 
reserved,  in  this  instance  $249.05,  from  the  accounts  payable 
account  to  receipt  account  7203-72-01-37  (Receipt  of  Reserve 
Funds)  and  to  encumber  the  amount  of  the  transfer.  This  letter 
must  be  signed  by  the  person(s)  authorized  to  approve  payment 
schedules. 

(3)  Entries  should  be  made  on  the  spending  agency's  records  to 
reflect  the  transfer. 

(4)  When  the  invoice  is  prepared  to  pay  the  final  amount  reserved 
on  the  contract  ($249.05  in  this  instance)  it  will  be  processed 
as  a  charge  against  account  1103-1601  "Payments  to  Contractors" 
and  a  liquidation  of  the  applicable  encumbrance. 

15.  Completion  Dates  -  Notification  of  the  Completion  Date  should  be  made 
with  the  final  payment.  Agencies  should  indicate  their  acceptance  by 
filing  a  certificate  designed  for  this  purpose  prior  to  or  with  the 
final  payment. 

16.  Interest  -  G.L.  (Ter.  Ed.)  Ch.  30,  S.39G,  provides  for  interest  to  be 
charged  for  overdue  payments.  Spending  agencies  must  be  familiar  with 
the  provisions  of  these  laws  in  order  that  they  may  be  aware  of  the  pen- 
alty imposed  on  overdue  payments  and  the  conditions  under  which  they  may 
be  paid.  Interest  should  not  be  paid  on  claims. 
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5 
CONTRACTS  -  CONSTRUCTION  (Continued)  I 

A.    Contracts  (Construction,  reconstruction,  alterations,  repairs  or  development 
of  buildings,  roads,  bridges  or  physical  property)  (Continued) 

17.  Approvals  -  Statutes  should  be  checked  for  approvals  that  are  required 
for  contracts.  Each  agency  should  check  the  statutes  pertaining  to 
their  own  department  to  insure  that  there  has  been  compliance  with  the 
approvals  called  for  therein. 

18.  Contracts  Subject  to  Jurisdiction  of  the  Division  of  Capital  Planning 
and  Operations  -  Chapter  579  of  the  Acts  of  1980  established,  in  the 
Executive  Office  for  Administration  and  Finance,  a  Division  of  Capital 
Planning  and  Operations  headed  by  a  Deputy  Commissioner  of  Capital 
Planning  and  Operations.  Said  chapter  provides,  in  part,  that,  except 
as  otherwise  provided  in  that  chapter,  or  any  other  statute  or  appro- 
priation act,  the  responsibilities  of  the  Deputy  Commissioner  of  Capital 
Planning  and  Operations  will  include  "the  direction,  control,  supervision 
and  oversight  as  to  planning,  design,  construction,  demolition,  installa- 
tion, repair  and  maintenance  of  specific  capital  facilities  and  capital 
facility  projects." 

A  highway  improvement  such  as  a  highway,  bridge  or  tunnel;  a  transporta- 
tion improvement  such  as  a  mass  transportation  or  other  public  transit 
facility,  shall  not  be  considered  a  capital  facility  as  defined  in  the 
above  mentioned  chapter. 
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DATA  PROCESSING  EQUIPMENT  &  SYSTEMS 

A.    Automated  Data  Processing  Equipment,  Systems  and  Services  -  Chapter  29, 
Section  27B  of  the  General  Laws  mandates  that  the  Commissioner  of  Admin- 
istration shall  establish  rules  and  regulations  governing  the  lease  or 
purchase  of  data  processing  or  reproduction  equipment  or  systems  and  the 
procedure  for  requesting  approval  thereof.  Administration  Bulletin 
No.  78-11,  dated  June  28,  1978,  issued  by  the  Commissioner  of  Adminis- 
tration, relates  to  "Automated  Data  Processing  Procurement  Procedures" 
and  contains  the  following  information: 

1.  Scope  and  Application  -  Any  agency,  excepting  the  departments  of  the 
Attorney  General,  State  Auditor,  State  Secretary,  and  State  Treasurer, 
and  agencies  thereunder,  shall  not  initiate  any  encumbrance  or  make 
any  expenditure  of  state  or  federal  funds,  whether  appropriated  or 
not,  for  the  lease,  rental,  or  purchase  of  data  processing  related  and 
word  processing  equipment,  automatic  data  processing  equipment  soft- 
ware, systems  or  services,  except  in  compliance  with  Sections  27B  and 
29A  of  Chapter  29  of  the  Massachusetts  General  Laws  and  these  regula- 
tions. 

2.  Data  Processing  Planning  Requirements 

a.  An  agency  that  uses  or  plans  to  use  ADP  equipment,  systems,  or 
services  must  file  with  their  secretary  an  agency  ADP  plan  for 
review  and  approval  by  the  Secretary. 

b.  State  secretariats  that  use  or  plan  to  use  ADP  equipment,  systems, 
or  services  must  prepare  a  Secretariat  ADP  plan  to  be  filed  with 
the  Bureau  for  Systems  Policy  and  Planning. 

c.  The  Bureau  of  Systems  Policy  and  Planning  will  develop,  for  the 
approval  of  the  Commissioner  of  Administration,  a  Commonwealth 
ADP  plan  based  on  approved  secretariat  plans. 

3.  Procurement  Procedures  for  Data  Processing  Equipment,  Systems,  and 
Services 

a.  An  agency  shall  request,  from  its  secretariat,  approval  to  initi- 
ate a  procurement  process,  or  a  contract  extension,  for  ADP  by 
submitting  form  AF-29  "Data  Processing  Procurement  Request". 

(1)  Approved  requests  shall  be  forwarded  by  the  Secretariat  to 
the  Bureau  of  Systems  Policy  and  Planning  to  be  reviewed  and, 
if  approved,  classified  as  being  either  "major"  or  "basic" 
in  accordance  with  prescribed  considerations.  The  Bureau  of 
Systems  Policy  and  Planning  shall  advise  the  Commissioner  of 
Administration  of  the  request. 

b.  Upon  approval  by  the  Commissioner  of  Administration  of  a  request 
for  a  "major"  procurement,  the  Commissioner  shall  establish  a 
Selection  Board. 
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DATA  PROCESSING  EQUIPMENT  &  SYSTEMS  (Continued) 

A.    Automated  Data  Processing  Equipment,  Systems  and  Services  (Continued) 

3.  Procurement  Procedures  for  Data  Processing  Equipment,  Systems,  and 
Services  (Continued) 

c.  Upon  approval  by  the  Commissioner  of  Administration  of  a  request 
for  a  "major"  procurement,  the  procuring  agency,  under  the  super- 
vision of  the  Secretariat,  shall  prepare,  under  approved  guide- 
lines, a  Requirements  Study. 

(1)  The  Secretariat  shall  submit  the  approved  Requirements  Study 
to  the  Selection  Board,  for  review  and/or  revision.  The 
Selection  Board  shall  submit  the  Requirements  Study  to  the 
Bureau  for  Systems  Policy  and  Planning. 

d.  After  the  Commissioner  of  Administration  has  approved  a  procure- 
ment request  and,  with  respect  to  a  "major"  procurement,  approval 
has  also  been  granted  by  the  Bureau  for  Systems  Policy  and  Plan- 
ning, a  request  for  proposal  (RFP)  must  be  prepared. 

(1)  The  RFP  for  a  "basic"  procurement  will  be  prepared  by  the 
procuring  agency  for  review  and  approval  by  the  Secretariat 
and  by  the  Bureau  for  Systems  Policy  and  Planning. 

(2)  With  respect  to  a  "major"  procurement,  the  RFP  will  be  pre- 
pared by  the  Selection  Board  for  review  and  approval  by  the 
Bureau  for  Systems  Policy  and  Planning. 

e.  Evaluation  criteria  shall  be  prepared  by  the  procuring  agency 
for  a  "basic"  procurement.  The  Secretariat,  after  reviewing  and 
approving  the  evaluation  criteria,  shall  submit  it  to  the  Bureau 
for  Systems  Policy  and  Planning  for  their  review  and  approval. 

Evaluation  criteria  for  a  "major"  procurement  shall  be  prepared 
by  the  Selection  Board  and  submitted  to  the  Bureau  for  Systems 
Policy  and  Planning  for  review  and  approval. 

f.  After  the  Bureau  for  Systems  Policy  and  Planning  has  approved 
the  RFP,  and  the  Evaluation  Criteria,  it  shall  file  copies  of 
these  documents  with  the  Purchasing  Agent  who  shall  advertise 
for  vendors  to  respond  to  the  RFP. 

(1)  The  Purchasing  Agent  shall  forward  proposals  received,  re- 
lative to  a  "basic"  procurement,  to  the  procuring  agency 
for  evaluation.  The  procuring  agency  shall  recommend  a  ven- 
dor to  the  Bureau  for  Systems  Policy  and  Planning  with  jus- 
tification for  the  choice. 

(2)  The  Purchasing  Agent  shall  forward  proposals  received,  re- 
lative to  a  "major"  procurement,  to  the  Selection  Board. 
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DATA  PROCESSING  EQUIPMENT  &  SYSTEMS  (Continued) 

A.    Automated  Data  Processing  Equipment,  Systems  and  Services  (Continued) 

3.  Procurement  Procedures  for  Data  Processing  Equipment,  Systems,  and 
Services  (Continued) 

f.  (Continued) 

(2)  (Continued) 

The  Selection  Board  shall  recommend  a  vendor  to  the  Bureau 
for  Systems  Policy  and  Planning  with  justification  for 
their  choice. 

g.  The  Bureau  for  Systems  Policy  and  Planning  will  review  recommen- 
dations received  from  the  Selection  Board  or  the  procuring  Agency 
and  advise  the  Commissioner  of  Administration  of  its  findings. 
The  Commissioner  of  Administration  will  authorize  contract  nego- 
tiations to  begin  or  will  terminate  the  procurement. 

(1)  Contract  negotiations  involving  a  "basic"  procurement  shall 
be  conducted  by  the  procuring  Agency. 

(2)  Contract  negotiations  involving  a  "major"  procurement  shall 
be  conducted  by  a  contract  negotiation  team  appointed  by 
the  Commissioner  of  Administration. 

h.   The  procuring  agency  or,  the  contract  negotiating  team,  shall 

recommend  a  contractor  to  the  Bureau  for  Systems  Policy  and  Plan- 
ning. Upon  approval  the  Bureau  for  Systems  Policy  and  Planning 
shall  make  its  recommendation  to  the  Commissioner  of  Administra- 
tion who  shall,  upon  his  approval,  notify  the  Purchasing  Agent. 

(1)  The  Purchasing  Agent  shall  make  the  award  on  behalf  of  the 
Commonwealth. 

i.   An  approved  AF-29,  with  supporting  documentation,  should  be 
filed  with  the  Comptroller. 

j.   All  invoices,  submitted  to  the  Comptroller's  Division  covering 
the  purchase  or  lease  of  data  processing  equipment,  systems,  or 
services,  must  contain  a  certification  to  the  effect  that  a 
"Data  Processing  Procurement  Request",  form  AF-29,  has  been  ap- 
proved. 
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RECEIVING  RECORDS 

A.  Receiving  Report  Forms  -  There  are  two  forms  available  for  recording 
articles  received:  The  receiving  report  copy  (No.  5)  of  purchase  orders 
and  the  Storekeeper's  Receiving  Record,  Form  CD-16.  The  receiving  report 
(No.  5)  copy  of  the  purchase  order  will  furnish  the  receiver  with  the 
information  necessary  to  determine  that  items  delivered  are  in  conform- 
ance with  the  specifications  and  quantities  of  materials  ordered. 

B.  Spending  Agencies'  Receiving  Records  -  If  the  activity  in  regard  to 
articles  received  does  not  warrant  the  use  of  the  Storekeeper's  Receiv- 
ing Record,  Form  CD-16,  spending  agencies  will  use  the  receiving  report 
(No.  5)  copy  of  purchase  orders  as  their  receiving  record. 

1.  The  name  of  the  carrier  and  the  date  received  will  be  entered  in  the 
spaces  provided  on  the  receiving  report  copy  of  the  purchase  order. 
If  articles  received  are  in  other  than  first-class  condition,  com- 
ments to  this  effect  will  be  entered  in  the  Remarks  section.  The 
receiving  report  will  be  signed  by  the  person  receiving  the  articles 
and  will  be  sent  to  the  bookkeeping  office  where  it  will  be  placed 
in  a  folder  designated  Receiving  Records.  When  invoices  are  received 
they  will  be  checked  to  these  reports. 

C.  Use  of  Storekeeper's  Receiving  Record,  Form  CD-16  -  Spending  agencies 
whose  activity  in  regard  to  articles  received  warrants  the  use  of  the 
Storekeeper's  receiving  record,  will  use  both  the  receiving  report  copy 
(No.  5)  of  purchase  orders  and  the  Storekeeper's  Receiving  Record,  Form 
CD-16,  as  their  receiving  records. 

1.  The  receiving  report  (No.  5)  copy  of  the  purchase  order  will  be 
given  the  storekeeper  to  determine  that  items  delivered  are  in  con- 
formance with  the  specifications  and  quantities  of  materials  ordered. 
Date  and  quantities  received  will  be  noted  on  this  copy  of  the  pur- 
chase order  by  the  storekeeper  so  that  he  may  be  apprised  as  to  the 
status  of  the  order. 

2.  The  storekeeper  or  person  receiving  the  articles  will  prepare  form 
CD-16  regardless  of  their  source  or  whether  delivered  to  a  storehouse 
or  other  location  of  the  agency.  This  is  a  standard  bound  duplicate 
form,  -  50  sets  to  a  book  -  and  is  available  for  requisition  from  the 
Purchasing  Agent's  Division  Supply  Unit. 

3.  When  articles  are  received,  the  person  accepting  them  will  enter  the 
receipt  on  this  form.  The  original  copy  will  be  sent  to  the  steward 
or  business  office  daily.  The  duplicate  copy  will  remain  in  the 
book  as  a  permanent  record. 

4.  The  headings  of  the  several  columns  on  the  form  provide  for  the  per- 
son receiving  articles  to  enter  the  purchase  order  number,  name  of 
vendor,  the  quantity  by  count  or  weight  for  each  item,  a  description 
of  the  articles  received,  method  of  shipment,  and  the  signature  of 
of  the  receiver.  If  articles  received  are  in  other  than  first-class 
condition,  comments  to  this  effect  will  be  entered  in  the  Remarks 
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RECEIVING  RECORDS  (Continued) 

C.  Use  of  Storekeeper's  Receiving  Record,  Form  CD-16  (Continued) 

4.  (Continued) 

column.  Complete  descriptions  are  required  on  meats,  such  as  pounds 
of  loins,  hinds,  fores,  etc. 

5.  The  storekeeper  will  approve  the  entries  on  this  form  by  signing  in 
the  space  provided  in  the  lower  right  corner. 

D.  Responsibility  of  Agency  Head  -  The  head  of  the  spending  agency  should 
make  sure  that  the  spaces  provided  on  receiving  records  as  well  as  those 
at  the  bottom  of  Form  CD-12,  Standard  Invoice,  have  been  properly  filled 
out  by  the  personnel  charged  with  the  responsibility  of  performing  this 
function  inasmuch  as  he  must  certify  under  the  penalties  of  perjury  on 
the  Batch  Transmittal  form  that  the  goods  or  services  listed  have  been 
received,  are  in  keeping  with  the  specifications  and  are  in  good  order. 
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STANDARD  INVOICE  FORM 

General  Laws  (Ter.  Ed.)  Chapter  29,  Section  19,  as  amended,  provides 
that  no  account  against  the  Commonwealth  shall  be  allowed  or  paid  unless 
the  items  thereof  are  specified. 

A.  Vendors  to  Use  Standard  Invoice  Form  -  Vendors  will  be  required,  with 
certain  exceptions,  to  submit  all  charges  to  the  spending  agencies  of 
the  Commonwealth  on  the  Standard  Invoice,  Form  CD  12.  Some  exceptions 
are:  travel  expenses,  refunds  of  income,  payroll,  and  payments  made 
on  either  a  Departmental  Payment  Voucheror  an  Invoice-Warrant. 

B.  Vendor  Preparation  of  Standard  Invoice  -  The  preparation  of  the  standard 
invoice  form  should  be  the  responsibility  of  the  vendor.  Spending  agencies 
are  to  keep  the  preparation  of  this  form  to  a  minimum. 

1.  The  Budgetary  Control  System  is  based  upon  vendor  prepared  standard 
invoices  and  the  most  important  single  factor  in  the  prevention  of 
checks  going  to  incorrect  vendors  or  persons  because  of  errors  in 
Vendor  Code  Numbers  is  insistence  by  spending  agencies  that  vendors 
submit  their  charges  on  standard  invoices.  This  is  important  because 
vendors  seldom  make  errors  when  listing  their  Vendor  Code  whereas 
the  majority  of  these  errors  are  made  by  agencies  when  they  accept 
invoices  on  the  vendor's  own  forms  and  attach  them  to  standard 
invoices  prepared  by  the  agency.  The  mistakes  which  are  made  in 
preparing  these  forms  would,  for  the  most  part,  not  be  made  if  the 
vendor  prepares  them.  These  mistakes  cause  serious  delays  in  payment 
as  it  is  sometimes  a  difficult  matter  to  have  the  money  returned  by 
the  incorrect  vendor  who  has  received  it  as  well  as  the  extra  work 
involved  in  returning  the  check  to  the  State  Treasurer  and  starting 
the  transaction  over  again. 

2.  Another  problem  arising  when  standard  invoices  are  prepared  by  state 
agency  personnel  is  the  difficulty  experienced  by  vendors  in  applying 
checks  received  from  the  State  Treasurer.  Here  again,  much  of  the 
difficulty  will  be  avoided  if  the  vendor  prepares  the  invoice.  The 
block  on  the  standard  invoice  "Vendor's  Invoice  No.",  may  be  used 

by  the  vendors  to  reference  any  number,  a  set  of  alphabetic  characters, 
or  any  combination  of  alpha-numeric  characters.   (The  limit  is  ten 
characters,  which  is  adequate  for  most  situations.)  When  this  block  is 
left  blank,  the  Comptroller's  Division  uses  the  date  of  the  invoice 
as  the  reference.  This  may  be  all  that  is  required  by  certain  vendors. 
However,  when  an  invoice  is  prepared  by  state  agency  personnel,  they 
may  fail  to  record  in  this  block  the  reference  on  the  vendor's  own 
form  and,  consequently,  the  vendor  is  unable  to  reconcile  the  payment 
to  his  records.  By  insisting  that  the  vendor  submit  his  charges  on 
a  standard  invoice,  this  problem  will  be  avoided  as  the  vendor  will 
place  in  this  block  any  identifying  number  he  desires. 
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STANDARD  INVOICE  FORM  (Cont'd) 

B.  Vendor  Preparation  of  Standard  Invoice  (Cont'd) 

3.  To  insure  that  vendors  do  not  have  a  reason  for  failing  to  use  the 
standard  invoices,  they  should  be  provided  with  the  necessary  standard 
invoice  forms  with  their  copy  of  the  purchase  orders.  It  is  essential 
that  this  be  adhered  to  strictly.  Other  vendors,  principally  those 
providing  services  under  some  contractual  arrangement  and  when  purchase 
orders  are  not  issued,  should  be  provided  with  the  necessary  standard 
invoice  forms  at  the  time  the  services  are  contracted. 

4.  Standard  invoices  must  either  be  signed  in  jmk  by  the  vendor  or 
accompanied  by  a  bonafide  invoice  prepared  by  him.  Statements  from 
vendors  cannot  be  accepted  in  lieu  of  an  invoice.  In  those  cases, 
which  should  be  held  to  an  absolute  minimum,  where  the  vendor  submits 
his  own  form  of  invoice,  the  spending  agency  will  attach  the  original 
of  the  vendor's  invoice  to  the  No.  1  Copy  of  the  standard  invoice  and 
in  the  space  provided  for  the  vendor's  signature  will  be  inserted  the 
words  SEE  ATTACHED  INVOICE. 

5.  The  Purchasing  Agent's  Division  Supply  Unit  and  the  Prison  Industries 
will  bill  spending  agencies  on  the  standard  invoice  form.  Charges  for 
materials  and  services  supplied  between  agencies  will  be  made  by  use 
of  the  standard  invoice  form. 

C.  Forms  Supplied  to  Vendors  -  Standard  invoice  forms  should  be  supplied 
to  vendors  either  by  the  Purchasing  Agent's  Division  or  by  the  spending 
agency  depending  on  whether  the  purchase  order  originates  in  the  Purchasing 
Agent's  Division  or  in  the  spending  agency. 

D.  Preparation  of  Form  by  Vendor  -  The  standard  invoice  form  will  be  prepared 
by  the  vendor.  The  vendor  will  copy  the  information  to  be  placed  by  him 
in  the  heading  of  the  form,  directly  from  the  purchase  order.  In  the 
body  of  the  standard  invoice  form  will  be  entered  the  pertinent  information 
covering  the  goods  shipped  or  the  services  rendered.  The  certification 
THAT  THE  GOODS  WERE  SHIPPED  OR  THE  SERVICES  RENDERED  must  be  signed  by 

the  vendor.  The  vendor  will  retain  the  No.  4  copy  for  his  files  and  forward 
all  other  copies  to  the  spending  agency. 

E.  Audit  and  Preparation  of  Standard  Invoice  by  Spending  Agency  -  When  a 
standard  invoice  is  received  by  the  spending  agency  from  the  vendor,  it 
will  be  stamped  to  show  the  date  it  was  received.  The  spending  agency 
will  ascertain  that  the  correct  information  has  been  entered  in  the 
spaces  provided  in  the  heading  of  the  invoice,  particularly  the  Vendor's 
Code.  Quantities,  pricing,  extensions,  footings,  discounts, etc. ,  will 
be  verified. 

1.  In  verifying  these  items  the  following  checks  should  also  be  made: 
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STANDARD  INVOICE  FORM  (Cont'd) 
E.  Audit  and  Preparation  of  Standard  Invoice  by  Spending  Agency  (Cont'd) 

1.  (Cont'd) 

a.  If  the  standard  invoice  is  payable  against  a  Purchasing  Agent's 
Division  purchase  order,  guantities,  items  and  prices  must  be  in 
exact  agreement.   If  not,  a  change  order  must  be  obtained  from 
the  Purchasing  Agent's  Division  changing  such  items.  This  will 
not  apply  when  experience  would  indicate  that  there  will  be  an 
over-run  or  extra  quantities  due  to  trade  practices. 

b.  Standard  invoices  representing  payments  on  an  award  contract 
will  show  the  following  information  as  it  appears  in  the 
Notices  of  Award  which  are  furnished  by  the  Purchasing  Agent's 
Division: 

(1)  Heading  of  section  of  award 

(2)  Name  of  item 

(3)  Unit  price 

If  the  standard  invoice  indicates  the  items  bought  were 
delivered  after  the  expiration  date  of  the  period  covered 
by  the  award,  the  date  the  items  were  ordered  must  be  in- 
dicated. A  "Unit  Price"  should  be  accepted  if  it  is  less 
than  indicated  on  an  Award  Contract. 

c.  Standard  invoices  representing  payments  for  fuel  oil,  in 
accordance  with  a  notice  of  a  contract  award  other  than  flat 
price  awards,  must  show  a  breakdown  of  the  unit  price.  Vendors 
should  be  required  to  show  this  breakdown  in  the  following 
manner: 

(1)  Tank  Car  Price 

(2)  Delivery  Cost 

(3)  Voluntary  Allowance 

(4)  Net  Delivered  Cost 

The  standard  invoice  should  be  initialed  in  the  spaces  provided 
to  indicate  that  the  necessary  verification  of  the  foregoing 
items  has  been  made. 

d.  In  no  instance  should  a  spending  agency  increase  the  amount  of 
an  invoice  received  from  a  vendor. 

2.  The  spending  agency's  voucher  code  number  will  be  entered  in  the  space 
"Agency  Code,  Day  Number,  Agency  Voucher  Number".  Each  standard  invoice 
is  a  separate  document. 

3.  The  "Type"  Code  will  be  either  782  (No  Liquidation),  784  (Liquidation), 
or  622  (Paid  from  advance). 
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STANDARD  INVOICE  FORM  (Cont'd) 
E.  Audit  and  Preparation  of  Standard  Invoice  by  Spending  Agency  (Cont'd) 

4.  In  the  Expenditure  Account  space,  at  the  bottom  of  the  invoice,  will 
be  entered  the  spending  agency's  activity  account  number  followed  by 
the  subsidiary  account  and  object  code. 

5.  In  the  Expenditure  Amount  space  will  be  entered  the  amount(s)  to  be 
charged  to  the  spending  agency's  activity  account(s).  The  amount(s) 
entered  in  this  space  should  equal  the  Net  Amount  of  the  invoice. 

6.  No  more  than  one  purchase  order  or  encumbrance  may  be  liquidated  on 
a  standard  invoice. 

7.  The  amount (s)  to  be  liquidated  will  be  entered  in  the  Liquidation 
Amount  space.  Gross  Amounts  should  be  liquidated  where  discounts 
are  taken.   IN  NO  CASE  SHOULD  A  LIQUIDATION  BE  MADE  IN  EXCESS  OF 
THE  BALANCE  OF  AN  OUTSTANDING  ENCUMBRANCE.  A  liquidation  amount 
must  be  shown  if  payment  is  made  from  an  advance. 

8.  If  the  standard  invoice  covers  a  purchase  order  that  is  in  the 
Accounts  Payable  file,  19__  ACCOUNTS  PAYABLE  will  be  written  on  the 
face  of  the  invoice. 

9.  If  a  purchase  order  is  involved,  the  spending  agency  must  indicate 
whether  or  not  the  purchase  order  was  completed  by  placing  an  X 

in  the  box  "Check  If  Final  Delivery".  Also  see  page  118  of  Manual 
of  Procedures  for  Encumbrance-Expenditure  Forms  Preparation  for 
further  information  on  this  item. 

10.  All  invoices  for  lump  sum  payments  should  be  accompanied  by  an 
agreement  or  letter. 

11.  The  sale  of  goods  or  material  should  not  be  applied  as  a  credit  on 
any  invoice.  The  total  amount  of  the  invoice  should  be  paid  and  the 
receipt  from  the  sale  should  be  forwarded  to  the  State  Treasurer  as 
income.  This  does  not  apply  to  cylinders,  containers,  etc.,  being 
returned,  or  to  "trade-ins". 

12.  When  submitting  invoices  for  telephone  service,  the  total  amount 
due  for  the  month  should  be  listed  and  any  money  collected  for 
personal  calls  should  be  submitted  to  the  State  Treasury  on  a 
receipts  voucher  as  a  Refund  Current  Year  if  the  original  invoice 
was  paid  during  the  current  fiscal  year  or  if  the  original  invoice 
was  paid  in  a  prior  fiscal  year  from  an  account  which  has  not 
reverted.  If  the  original  invoice  was  paid  during  the  previous 
fiscal  year,  from  an  account  which  has  expired,  the  amounts  collected 
for  personal  calls  must  be  submitted  as  Miscellaneous  Income. 
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STANDARD  INVOICE  FORM  (Cont'd) 
E.  Audit  and  Preparation  of  Standard  Invoice  by  Spending  Agency  (Cont'd) 

13.  Generally,  Federal  Taxes  (except  tax  on  air  transportation)  are  not 
paid  by  the  Commonwealth  and  should  be  eliminated  from  all  invoices. 
However,  when  an  employee  is  required  to  pay  the  tax  because  an 
Exemption  Certificate  could  not  be  used,  such  as  the  Federal  Tax 
paid  on  a  telephone  call  by  an  employee  while  on  travel  status,  the 
entire  amount,  including  the  Federal  Tax,  is  reimbursable.  Also, 
where  a  notation  is  made  on  the  invoice  that  payment  has  been  collected 
by  the  spending  agency  for  toll  calls  and  Federal  Taxes,  the  entire 
invoice,  including  Federal  Taxes,  may  be  passed  for  payment. 

14.  Spending  agencies  must  not  submit  invoices  for  payment  until  the 
goods  have  been  received  or  the  services  have  been  rendered.  Ex- 
ceptions to  this  rule  are  magazine  subscriptions,  magazine  adver- 
tising, and  purchase  of  government  documents  from  the  U.S.  Printing 
Office  in  Washington,  D.C.,  which  must  be  paid  for  in  advance. 

15.  Those  invoices  covering  services  and  repairs  to  television  sets  or 
radio  equipment  must  bear  a  notation  on  their  face  indicating  the 
location  and  purpose  for  which  such  items  are  used. 

16.  A  credit  memorandum  pertaining  to  any  fiscal  year  may  be  applied 
against  current  invoices  provided  the  items  on  the  credit  memo- 
randum could  be  charged  in  the  original  instance  to  the  account 
and  subsidiary  account,  if  any,  to. which  the  current  invoice  is 
being  charged. 

17.  When  the  terms  of  a  purchase  order,  contract  or  agreement  are 
F.  0.  B.  Destination,  no  freight,  express  or  postage  should  be 
included  in  the  invoice  submitted  for  payment. 

18.  Explanation  of  Unusual  Invoices  -  If  it  is  apparent  to  the  spending 
agency  that  an  invoice  about  to  be  submitted  for  payment  may  be 
questioned  by  the  Comptroller's  Division,  an  explanation  of  the 
questionable  item(s)  should  be  given  on  the  face  of  the  invoice.  A 
few  words  of  explanation  on  the  face  of  the  invoice  may  enable  the 
Comptroller's  Division  to  pass  the  invoice  for  payment,  whereas  the 
lack  of  explanation  may  make  it  necessary  to  return  the  invoice  to 
the  spending  agency  for  further  information. 

a.  There  are  many  instances  where  invoices  are  returned  to  an  agency 
for  correction  or  additional  information,  causing  additional  work 
at  the  Comptroller's  Division,  the  department  through  which  they 
are  transmitted,  and  the  agency  at  which  the  invoice  originated 
and  to  which  it  is  returned,  in  addition  to  delaying  payment  to 
the  vendor,  all  of  which  could  be  avoided  by  placing  an  explanation 
of  the  face  of  the  invoice. 
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8 
STANDARD  INVOICE  FORM  (Cont'd) 

E.  Audit  and  Preparation  of  Standard  Invoice  by  Spending  Agency  (Cont'd) 

19.  The  spaces  at  the  bottom  of  the  invoice,  such  as  "Date  Goods  Re- 
ceived", etc.  will  be  filled  in  by  the  personnel  charged  with  the 
responsibility  of  providing  this  information. 

20.  Multiple  invoices  for  the  same  vendor  should  not  be  combined  and 
handled  as  a  unit.  Each  billing  is  considered  to  be  a  separate 
document  with  a  separate  Agency  Voucher  Code  Number. 

21.  Material  ordered  from  the  Superintendent  of  Documents,  Washington 
D.C.,  must  be  accompanied  with  a  remittance.   If  advance  funds  are 
not  available  for  this  purpose  payment  may  be  made  as  follows: 

a.  Prepare  a  standard  invoice  payable  to  your  agency  by  placing 
the  Agency  I.D.  number  in  the  space  captioned  "Vendor  Code". 

b.  Place  in  the  description  area  of  the  standard  invoice  the  wording 
"Documents  to  be  ordered  from  Superintendent  of  Documents,  Washingto 
D.C."  together  with  a  listing  of  the  documents  to  be  ordered  and  the 
prices. 

c.  When  the  check  for  the  amount  of  the  invoice  is  received  it  should  be 
endorsed  over  to  the  "Superintendent  of  Documents"  and  forwarded  to 
him  with  a  listing  of  the  documents  being  ordered. 

22.  Invoices  which  carry  cash  discounts  should  be  included  on  the  same  Batch 
Transmittal  with  invoices  which  do  not  carry  a  cash  discount.  They  need 
not  be  sergregated  from  other  invoices  and  require  no  special  handling, 
However,  cash  discounts  should  be  taken  whenever  granted  and  should  be 
transmitted  as  soon  as  possible  but  they  are  processed  in  the  same  bud- 
getary process  as  all  other  invoices. 

23.  Property  of  the  Commonwealth  may  not  be  insured  without  statutory  auth- 
orization. This  does  not  preclude  the  bonding  of  employees. 

24.  Amounts  appropriated  for  the  maintenance,  repair,  replacement,  al teratic 
or  purchase  of  equipment,  other  than  motor  vehicles,  may  be  expended  onl; 
in  accordance  with  a  schedule  approved  by  tine  House  and  Senate  Committee 
on  Ways  and  Means,  a  copy  of  which  shall  be  deposited  with  the  Budget 
Director.  An  exception  to  or  deviation  from  such  a  schedule  may  be  re- 
quested by  filing  form  AF-9  with  the  Budget  Director. 

F.  Documents  Accompanying  Invoices  Submitted  to  the  Comptroller's  Divisionjor 
Payment  -  The  No.  7  copy  of  the  Purchasing  Agent's  Division  purchase  order 
and/or  change  order  will  be  attached  to  and  accompany  the  first  invoice 
pertaining  to  it  which  is  submitted  to  the  Comptroller's  Division  for 
payment.  Subsequent  invoices  will  bear  the  notation  PURCHASE  ORDER  ATTACHED 
TO  AGENCY  VOUCHER  CODE  N0._.   (NINE  DIGITS) 

1.  Departmental  purchase  orders  will  not  be  attached  to  the  standard  invoice 
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STANDARD  INVOICE  FORM  (Cont'd) 

F.   Documents  Accompanying  Invoices  Submitted  to  the  Comptroller's  Division  for 
Payment  (Cont'd) 

2.  Invoices  representing  payments  for  items  bought  with  special  permission 
of  the  Purchasing  Agent's  Division  will  be  marked  "Bought  with  Permission 
of  the  Purchasing  Agent's  Division". 

3.  Standard  invoices  pertaining  to  purchase  orders  which  were  placed  as  emer- 
gencies should  bear  a  notation  in  the  body  of  the  standard  invoice  stating 
that  the  invoice  covers  an  Emergency  Purchase. 

4.  A  Release  issued  by  the  Department  of  Correction  to  purchase  articles 
which  are  manufactured  by  labor  of  prisoners  elsewhere  than  from  a 
correctional  institution  must  accompany  the  invoice  pertaining  to  it. 
A  Release  issued  by  the  Commission  for  the  Blind  to  purchase  elsewhere 
than  from  that  Commission,  such  items  as  brooms,  mops,  and  other  supplies 
furnished  by  them,  must  accompany  the  invoice  when  submitted  for  payment. 
Piano  tuning  should  also  be  done  by  persons  who  are  under  the  supervision 
of  the  Commission  for  the  Blind. 

5.  All  invoices  for  printing  and  binding  must  be  approved  by  the  Printing 
Division. 

6.  Supporting  documentation  must  be  stapled  to  the  top  center  of  the  back 
of  the  standard  invoice  to  which  it  applies. 

7.  A  Maximum  of  twenty  (20)  standard  invoices,  all  having  the  same  day 
number,  may  be  attached  to  a  Batch  Transmittal  (CD  41)  providing  that 
the  following  guidelines  are  followed: 

a.  Batch  separately,  by  catagory,  all  invoices  under  $200.00  as  follows: 
-03  Services 

-07  Services 

Contract  Payments. 

Land  or  Relocation  Payments 

Utility  Bills 

All  Other 

b.  Batch  separately,  by  catagory,  all  invoices  over  $200.00  as  follows: 

-03  Services 

-07  Services 

Contract  Payments 

Land  or  Relocation  Payments 

Utility  Bills 

All  Other 

A  batch  transmittal  (CD  41),  having  either  utility  bills  or  contract 
payment  attached,  should  be  plainly  stamped  either  UTILITY  BILLS  or 
"CONTRACTS". 
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STANDARD  INVOICE  FORM  (Cont'd) 

G.    Disposition  of  Copies  of  Invoice  by  Spending  Agency  -  The  Comptroller's 
Division  (No.  1)  copy  of  the  standard  invoice  will  be  submitted  to  the 
Comptroller's  Division  for  payment  attached  to  a  Batch  Transmittal,  Form 
CD-41. 

1.  The  No.  2  copy  of  the  invoice,  if  retained  by  the  agency,  should  be 
filed  alphabetically  in  a  vendors'  file.  A  vendors'  file  should  be 
rigidly  maintained  as  a  means  of  preventing  duplicate  payments  and 
for  future  reference  for  price  estimating,  terminology,  etc. 

2.  The  No.  3  copy  of  the  invoice  will  be  recorded  in  either  the  stock 
ledger  or  expense  ledger  after  which  it  should  be  filed  in  a  numeri- 
cal file  by  Agency  Voucher  Code  Number  for  audit  purposes. 

H.    Invoices  Payable  to  Major  Utility  Companies  -  A  standard  invoice  will  be 
prepared  for  processing  payments  of  bills  to  the  Boston  Edison  Company, 
the  Massachusetts  Electric  Company,  and  the  Western  Massachusetts  Elec- 
tric Company.  Groups  of  these  bills  may  be  processed  on  one  standard 
invoice  for  each  company  by  entering  data  in  the  body  of  the  invoice  as 
follows: 

Service    Date 
Account  Number  From To  Amount  Paid 

(Enter  each  bill  individually) 

1.  The  vendor  copy  (No.  4)  of  the  standard  invoice  should  be  mailed  by 
the  spending  agency  directly  to  the  following  addresses: 

Credit  and  Collections  Division 
Bosoton  Edison  Company 
800  Boylston  St.  P330 
Boston,  Mass.  02199 

Mr.  William  C.  Eksted 

Western  Massachusetts  Electric  Co. 

174  Brush  Hill  Ave. 

West  Springfield,  Mass.  01089 

Mr.  Francis  J.  Kehoe 

Massachusetts  Electric  Co.  (Use  Vendor  No.  041  988  940  000  6 

20  Turnpike  Road  for  all  payments  to  Massachu- 
Westborough,  Mass.  01581    setts  Electric  Co.) 

a.   The  No.  1  copy  of  the  standard  invoice  accompanied  by  the 

utility  bills  will  be  forwarded  to  the  Comptroller's  Division 
in  the  usual  manner. 

2.  A  Standard  invoice  will  be  prepared  for  processing  payments  of  bills 
to  the  New  England  Telephone  Company.  Data  will  be  entered  in  the 
body  of  the  invoice  as  follows: 
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STANDARD  INVOICE  FORM  (Cont'd) 
H.    Invoices  Payable  to  Major  Utility  Companies  (Cont'd) 
2.   (Cont'd) 

Telephone  Number  Month  Being  Paid         Amount  Paid 

a.  The  current  month's  charges  (No  arrearages)  will  be  recorded  in 
the  upper  right  corner  of  the  punched  card  received  from  the 
telephone  company.  If  a  bill,  rather  than  a  punched  card,  is 
received,  the  current  month's  charges  will  be  recorded  on  the 
bill  and  stub. 

b.  The  vendor  copy  (No.  4)  of  the  standard  invoice  together  with 
the  punched  cards  and/or  stubs  should  be  mailed  by  the  spending 
agency  to  the  following  address: 

New  England  Telephone  Company 
State  Service  Center 
6  St.  James  Avenue 
Attn:  M.  Cooper 
Boston,  Mass.  02199 

c.  The  Standard  invoice  together  with  a  Batch  Transmittal,  Form 
CD-41,  will  be  forwarded  to  the  Comptroller's  Division  for  pro- 
cessing but  no  telephone  bills  will  be  attached  to  the  standard 
invoice. 

I.    Deficiencies  -  Prior  fiscal  year  charges  for  which  funds  are  not  available 
in  the  current  fiscal  year  will  be  transmitted  on  a  standard  invoice  at- 
tached to  a  batch  transmittal  form.  (Refer  to  the  Comptroller's  Division 
Payroll  Reference  Manual  for  procedures  relating  to  payroll  deficiencies.) 
One  of  the  following  methods  will  be  followed  in  submitting  a  deficiency: 

1.  If  sufficient  funds  had  reverted  (either  on  June  30th  or  as  Accounts 
Payable)  in  the  subsidiary  account  to  which  the  invoice  would  have 
been  charged,  the  invoice  and  batch  transmittal  will  be  submitted  to 
the  Comptroller's  Division  clearly  marked  "DEFICIENCY".  A  letter  ad- 
dressed to  the  Comptroller  must  accompany  the  invoice  explaining  the 
necessity  for  requesting  a  deficiency  payment. 

2.  If  sufficient  funds  had  not  reverted  in  the  subsidiary  account  to 
which  the  invoice  would  have  been  charged,  the  situation  must  be  re- 
ferred to  the  Budget  Director  in  accordance  with  the  regular  budge- 
tary procedure  for  requesting  funds.  Invoices  must  not  be  submitted 
to  the  Comptroller's  Division  until  official  notification  has  been 
received  by  the  spending  agency  that  funds  have  been  appropriated  for 
payment  of  the  specific  deficiencies. 

3.  If  funds  are  available  for  any  portion  of  the  amount  being  submitted 
as  a  deficiency,  the  amount  reserved  must  be  submitted  as  an  item  of 
Accounts  Payable  and  balance  only  submitted  as  a  deficiency. 
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STANDARD  INVOICE  FORM  (Cont'd) 

I.    Deficiencies  (Cont'd) 

3.  (Cont'd) 

The  standard  invoice  received  from  the  vendor  will  be  reduced  by  the 
amount  available  to  be  paid  as  an  item  of  Accounts  Payable  and  this 
amount  will  be  recorded  on  a  separate  standard  invoice  and  batch 
transmittal.  Both  standard  invoices,  the  one  processed  as  Accounts 
Payable  and  the  one  submitted  as  an  item  of  deficiency  should  be 
cross-referenced  with  the  agency  voucher  code  number  as  the  vendor's 
signature  will  appear  on  the  deficiency  invoice  only. 

J.    Advertising  -  Subsidiary  Account  -  In  maintenance  type  appropriations 

funds  are  provided  for  advertising  of  proposals  for  contracts  under  sub- 
sidiary account  -11,  Advertising  and  Printing.  However,  in  appropria- 
tions which  are  solely  for  repairs  or  capital  outlay  where  funds  have 
been  provided  under  one  subsidiary  account  only,  advertising  of  propo- 
sals for  contracts  may  be  charged  to  the  subsidiary  account  under  which 
the  funds  were  provided. 

K.    Garaging  State-Owned  Motor  Vehicles  -  Invoices  for  the  garaging  of  state- 
owned  motor  vehicles  must  not  be  submitted  for  payment  until  a  copy  of 
Form  MVMB  37  has  been  approved  by  the  Agency  Head  and  Executive  Secretary. 
The  State  car  number  must  be  listed  on  all  invoices  for  the  garaging  of 
state-owned  motor  vehicles. 

L.    Cash  Discounts  Disallowed  by  Vendors  -  Cash  discounts  disallowed  by  ven- 
dors will  be  submitted  on  a  Standard  Invoice,  Form  CD-12.  The  agency 
should  ascertain  that  the  original  payment  was  not  actually  in  compliance 
with  the  vendor's  terms.  The  original  invoice  should  also  be  checked  to 
determine  that  the  amount  now  being  claimed  is  the  same  amount  originally 
taken  as  a  discount.  In  the  Description  space  on  the  Standard  Invoice 
will  be  listed  the  warrant  number  and  Agency  Voucher  Code  number  covering 
the  original  payment. 

1.  Occasinally  vendors  may  return  checks  to  the  agency  together  with  a 
letter  making  claim  for  a  discount  which  should  not  have  been  taken. 
In  these  cases  a  letter  should  be  written  to  the  vendor  enclosing  the 
check  and  a  set  of  Standard  Invoices.  The  vendor  should  be  requested 
to  retain  the  original  check  and  to  prepare  the  enclosed  invoice  for 
the  amount  of  the  disallowed  discount,  after  which  it  should  be  re- 
turned to  the  agency  for  processing. 

M-    Meals  Other  Than  Travel  -  Requests  for  reimbursement  for  overtime  meals 

will  be  made  on  a  Standard  Invoice,  form  CD-12,  attached  to  a  Batch  Trans- 
mittal, form  CD-41.  The  following  information  should  be  listed  in  the 
description  space  of  the  Standard  Invoice: 

Hours  worked  that  day  -  if  a  regular  work  day 
(e.g.  8:45  -  5:00) 

Overtime  worked  (e.g.  5:30  P.M.  -  8:30  P.M.) 
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STANDARD  INVOICE  FORM  (Cont'd) 

M.    Meals  Other  Than  Travel  (Cont'd) 

Requests  for  reimbursements  for  overtime  meals  may  be  made  by  using  a 
"Departmental  Payment  Voucher"  form  CD-39,  if  the  volume  of  activity 
justifies  the  use  of  this  form. 

Overtime  meal  expense  that  had  been  paid  from  advance  funds  will  be  ac- 
counted for  on  Standard  Invoices  attached  to  a  "Return  of  Advance",  form 
CD-21.  If  justified  by  the  volume  of  activity  and,  if  approved  by  the 
Comptroller's  Division,  a  special  form  may  be  attached  to  a  "Return  of 
Advance"  in  lieu  of  Standard  Invoices. 

1.  In  accordance  with  the  rules  and  regulations  of  the  Personnel  Admin- 
istrator, a  person  must  work  three  or  more  hours  overtime,  exclusive 
of  meal  time,  to  be  entitled  to  reimbursement  for  one  meal;  seven 

or  more  hours  for  two  meals;  eleven  or  more  hours  for  three  meals, 
etc.,  starting  with  the  meal  covered  by  the  period  in  which  such  ad- 
ditional work  begins.  (For  further  information  refer  to  Rules  OE 7-14 
inclusive) . 

2.  Rule  OE  2  provides  in  part:  "Whenever  a  claim  for  meals  consumed  is 
made  under  the  provisions  of  these  Rules,  the  time  involved  in  par- 
taking of  such  meals  shall  not  be  included  in  the  time  for  which  over- 
time remuneration  is  claimed.  Actual  time,  but  not  less  than  one-half 
hour  in  any  instance  shall  be  excluded  for  this  purpose". 

3.  Payments  for  overtime  meals,  to  employees  who  are  members  of  collec- 
tive bargaining  organizations,  will  be  made  in  accordance  with  con- 
tract provisions. 

4.  The  Vendor's  Code  on  each  Standard  Invoice  for  Overtime  Meals  will 
consist  of  the  employee's  nine  digit  Social  Security  number  only  and 
the  block  to  the  right  of  the  Vendor's  Code  should  be  changed  from 
"1"  to  "2"  on  all  copies  to  indicate  a  state  employee. 


5. 


Invoices  for  luncheons  or  dinners  incurred  by  special  commissions 
must  show  the  names  of  the  persons  who  attended  and  the  number  of 
dinners  or  luncheons  served  wherever  possible. 


6.  Various  types  of  special  conference  lunches,  the  need  for  which  may 
occur  from  time  to  time  in  the  conduct  of  official  business,  may  be 
allowable  expenses.  Conferences  must  be  limited  to  those  that  would 
be  considered  of  benefit  to  the  operation  of  the  Spending  Agency  and 
with  a  limited  number  of  attendees.  Reasonable  charges  or  prescribed 
conference  rates  will  be  approved  for  reimbursement. 

7.  Reimbursement,  at  the  established  rate,  shall  be  made  for  meal  expense 
incurred  by  a  person  who  purchased  a  meal  or  meals  for  inmates  or 
patients  who  are  being  transferred  from  one  institution  to  another  or 
who  are  assisting  in  the  performance  of  official  duties. 
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STANDARD  INVOICE  FORM  (Cont'd) 

M.    Meals  Other  Than  Travel  (Cont'd) 

7.  (Cont'd) 

An  identification  (Name  or  Number  e.g.)  of  the  inmate  or  patient  must 
be  shown  on  the  Standard  Invoice. 

N.    Lease  or  Purchase  of  Data  Processing  Equipment,  Systems,  and  Services 
All  invoices  submitted  to  the  Comptroller's  Division  covering  the  lease 
or  purchase  of  data  processing  or  reproduction  equipment,  systems  or  ser- 
vices must  contain  the  following  certification: 

"I  hereby  certify  that  a  prior  request  has  been 
made,  funds  are  available  and  approvals  granted 
in  accordance  with  the  rules  and  regulations 
established  by  the  Commissioner  of  Administration." 

Head  of  Department  or  Spending  Agency 

0-    Check  List  for  Standard  Invoices  -  Pages  111-134  of  the  Manual  of  Proce- 
dures for  Encumbrance-Expenditure  Form  Preparation  give  a  detailed  explan- 
ation as  to  the  preparation  of  the  Standard  Invoice,  Form  CD-12,  and 
should  be  consulted  when  preparing  this  form.  The  following  is  a  summary 
of  some  of  the  items  listed  in  that  manual. 

1.  Standard  Invoices  may  not  be  included  in  a  Batch  Transmittal  with 
travel  expense  vouchers  and  vice  versa,  nor  may  two  or  more  vouchers 
for  the  same  vendor  be  combined  for  the  same  vendor  and  one  total 
shown  unless  a  single  billing  by  a  vendor  requires  more  than  one  page. 
The  No.  1  (Comptroller's)  Copy  of  the  Standard  Invoice  only  together 
with  any  necessary  detail  stapled  to  the  back  of  the  form  in  the  mid- 
dle and  accompanied  by  a  Batch  Transmittal  or  Return  of  Advance,  as 
the  case  may  be,  should  be  forwarded  to  the  Comptroller's  Division. 

2.  The  following  Type  Codes  are  used  on  Standard  Invoices  when  submitted 
with  Batch  Transmittals: 

782  -  No  liquidation  of  an  encumbrance 

784  -  With  a  liquidation  of  an  encumbrance 

When  784  is  used,  a  payment  only  cannot  be  made  against  an  activity 
account,  nor  can  a  liquidation  only  be  shown  against  an  activity  ac- 
count. Only  one  type  Code  may  be  shown  on  an  individual  Standard 
Invoice. 

When  Standard  Invoices  are  included  with  a  Return  of  Advance,  Type 
Code  622  only  may  be  used,  not  782  or  784. 
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8 
STANDARD  INVOICE  FORM  (Cont'd) 
0.    Check  List  for  Standard  Invoices  (Cont'd) 

3.  The  Standard  Invoice  must  have  an  agency  voucher  code  number  (agency 
code,  Julian  date  and  agency  voucher  number  -  nine  digits  only). 
Letters  cannot  be  added  to  voucher  numbers.  If  an  invoice  is  return- 
ed to  agency,  it  must  have  a  new  Julian  date  when  resubmitted. 

4.  The  encumbrance  number,  if  one  is  used,  must  be  eight  digits  preceded 
by  a  P,  D,  F  or  R.  Only  one  encumbrance  document  may  be  entered  on 

a  standard  invoice. 

5.  A  Vendor's  Code  number  (13  digits),  or  a  social  security  number  (9 
digits  plus  the  first  four  letters  of  the  last  name)  if  the  individ- 
ual is  a  non-employee  or  a  state  employee  working  after  hours  as  a 
consultant,  must  be  shown  on  the  standard  invoice.  In  the  latter 
case  a  certification  to  this  effect  must  be  entered  on  the  invoice, 
i.e.  that  he  worked  outside  the  scope  of  his  employment  and  regular 
tour  of  duty.  In  some  instances  an  employee  may  purchase  small  sup- 
plies for  the  agency.  In  these  cases  he  has  the  status  of  a  vendor 
but  as  a  state  employee  the  block  to  the  right  of  the  Vendor's  Code 
on  the  standard  invoice  should  be  changed  from  "1"  to  "2". 

6.  The  agency  should  be  sure  that  the  following  are  entered  on  the  form: 
(a)  terms,  (b)  invoice  date  and  (c)  location  to  which  delivered,  if 
the  vendor  did  not  do  so. 

7.  State  Agency  Name  must  be  entered  in  full,  not  abbreviated,  nor  should 
account  title  be  added. 

8.  There  must  be  a  name  and  address  of  vendor  in  the  space  provided  for 
it.  The  words  "WILL  CALL"  should  not  be  placed  in  this  space. 

9.  Vendor  or  Authorized  agent  must  sign  the  certification  in  ink.  If 
it  is  not  signed,  vendor's  billhead  must  be  attached. 

10.  In  the  body  of  the  form  must  be  entered  the  following: 

a.  Quantity 

b.  Description 

c.  Unit  price 

d.  Amount 

e.  A  check  if  final  delivery  (only  if  an  encumbrance  is  involved) 

11.  The  amount  column  must  be  totaled  and  entered  in  the  "Total"  space. 
Below  it  will  be  entered  the  amount  of  the  cash  discount,  (if  any), 
the  net  amount  and  total  liquidation  if  an  encumbrance  document  ap- 
pears on  the  form. 
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STANDARD  INVOICE  FORM  (Cont'd) 
0.    Check  List  for  Standard  Invoices  (Cont'd) 

12.  In  the  Expenditure  Summary  will  be  entered  the  following: 

a.  The  applicable  activity  account  (not  the  appropriation  account 
unless  the  appropriation  and  activity  accounts  are  the  same). 

b.  Enter  subsidiary  account(s).   If  none  be  sure  to  enter  "00". 

c.  Enter  object  code(s)  (3  digits)  against  each  subsidiary  or  "00" 
account. 

d.  Enter  amount  of  "expenditure"  and  "liquidation",  if  any,  appli- 
cable to. each  activity  account.  If  more  than  one  object  code 

is  used  in  an  activity,  the  amount  of  the  expenditure  and  liqui- 
dation applicable  to  each  object  code  must  be  shown. 

e.  If  there  is  more  than  one  expenditure  amount,  total  column  in 
expenditure  summary,  draw  line  and  enter  the  total  below  the 
line.  Check  total  to  see  that  it  agrees  with  amounts  at  foot 
of  "Amount"  column  at  right  side  of  form.  The  foregoing  applies 
to  all  Standard  Invoices  including  those  accompanying  Returns  of 
Advance. 

13.  Overtime  meals  of  state  employees  that  are  submitted  on  Standard  In- 
voices will  show  only  the  nine  digits  of  the  social  security  number 
as  the  vendors  code.  The  block  marked  "1"  should  be  changed  to  a  "2" 
on  the  invoice  to  indicate  a  state  employee. 

14.  Agencies  should  insure  that  vendors  have  filled  in  the  "Vendor's  In- 
voice No."  block  of  the  Standard  Invoice  before  forwarding  them  to 
the  Comptroller's  Division  for  payment  as  this  is  the  only  means  by 
which  vendors  can  identify  payments.   Insisting  that  a  Vendor's  In- 
voice Number  be  inserted  in  this  space  will  eliminate  the  necessity 
for  many  inquiries  from  vendors. 

15.  All  standard  invoices  should  be  marked  plainly  with  the  current  fis- 
cal year  or  "19_  ACCOUNTS  PAYABLE"  in  large  figures  and  letters. 
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SERVICES-NON-EMPLOYEES 
A.    LAWS:  RULES  AND  REGULATIONS 

1.  Chapter  29  Section  29A  of  the  General  Laws 

Expenditures  for  consultant  services,  so  called,  or  services  coded  in 
accordance  .with  the  expenditure  code  manual  under  Subsidiary  -  03  "Non- 
Employees",  excluding  inter-agency  services  and  charge-backs,  shall  be 
made  in  accordance  with  the  provisions  of  Section  29A  of  Chapter  29  of 
the  General  Laws  and  with  rules  and  regulations  governing  the  use  of 
consultants  promulgated  by  the  Commissioner  of  Administration  under 
authority  of  said  Chapter  29A. 

2.  Administrative  Bulletin  82-1 

Administrative  Bulletin  82-1,  dated  April  12,  1982,  relates  to  the  rules 
and  regulations  of  the  Commissioner  of  Administration,  Executive  Office 
for  Administration  and  Finance,  with  regard  to  the  submission  and  approval 
of  Form  AF-4  when  contracting  for  services  to  be  paid  out  of  the  "03"  sub- 
sidiary account,  and  contains  the  following  information. 

a.   Approval  Procedure 

(1)  Form  AF-4  "Authorization  of  Services"  shall  be  completed  in 
accordance  with  instructions  thereon.  A  copy  will  be  retained 
by  the  agency.  The  original  and  six  copies,  with  required  at- 
tachments, will  be  submitted  to  the  Secretary  having  charge  of 
the  executive  office  to  which  the  agency  is  assigned  for  review 
and  for  approval  or  disapproval.  Upon  approval  the  Secretary 
shaTl  retain  a  copy,  with  attachments,  and  make  the  following 
distribution: 

File  the  original,  and  attachments,  with  the  Comptroller. 
File  one  copy  each,  without  attachments,  with  the: 

House  Committee  on  Ways  and  Means. 

Senate  Committee  on  Ways  and  Means. 

Legislative  Committee  on  Post  Audit  and  Oversight. 

Budget  Bureau. 

State  Ethics  Commission. 

(a)  A  copy  shall  be  considered  to  be  "filed  with  the  Comptrol- 
ler" when  it  is  delivered  to  the  office  of  the  Comptroller's 
Division  and  a  receipt  date  is  imprinted  on  the  AF-4  form 
with  the  use  of  the  Comptroller's  date  stamp.  The  con- 
tracting agency  shall  forward  a  filed  copy  to  the  vendor. 

(b)  Procedures,  relating  to  Data  Processing  Services  Contracts, 
are  outlined  in  Chapter  six  (6)  of  this  manual. 
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9 
SERVICES-NON-EMPLOYEES  (Continued) 
A.    LAWS:  RULES  AND  REGULATIONS  (Continued) 

2.  Administrative  Bulletin  82-1  (Continued) 
a.   Approval  Procedure  (Continued) 

(2)  Except  for  a  request  for  a  "blanket"  service  authorization, 
each  AF-4,  or  attachment  thereto,  must  include  the  following: 

(a)  A  description  of  the  nature  of  the  proposed  services  with 
a  justification  of  need. 

(b)  The  duration  of  the  services,  the  rate  and  maximum  obli 
gation. 

(c)  Name  and  address  of  proposed  contractor. 

(d)  A  written  contract. 

(e)  A  resume  if  contractor  is  an  individual. 

(f)  A  statement  of  qualifications  of  the  contractor  to  perfon 
proposed  services. 

(g)  A  disclosure  statement  listing  other  income  derived  fr 
the  Commonwealth  or  any  of  its  political  subdivisions  as 
of  the  date  of  the  contract. 

(h)  A  statement  showing  names  and  addresses  of  all  persons 
having  a  financial  interest  in  the  contract,  including, 
in  the  case  of  a  contractor  which  is  a  corporation,  all 
persons  owning  more  than  one  percent  of  its  capital  stoci 

(i)  Appropriate  certifications  required  by  any  other  Adminis- 
trative Bulletin. 

(3)  Blanket  Service  Authorization  -  Data  required  by  paragraph  (2 
above,  (a)  through  (i),  shall  not  be  required  for  a  blanket 
service  authorization  at  the  time  the  AF-4  is  filed  with  the 
Comptroller.  However,  such  data  must  be  supplied  to  the 'Comp- 
troller prior  to  any  payment  being  authorized  by  him.  A 
"blanket  service  authorization"  shall  mean  authorization  for 
a  group  of  services  having  all  of  the  following  attributes: 

(a)  Services  to  be  provided  all  fall  within  a  single  appropri- 
ation item  and  a  single  object  code. 

(b)  The  number  of  separate  contractors  that  will  be  used  to 
provide  the  services  either  cannot  be  predicted  with  cer 
tainty  or,  if  known,  exceed  four. 
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SERVICES-NON-EMPLOYEES  (Continued) 
A.    LAWS:  RULES  AND  REGULATIONS  (Continued) 

2.  Administrative  Bulletin  82-1  (Continued) 

a.  Approval  Procedure  (Continued) 

(3)  Blanket  Service  Authorization  (Continued) 

(c)  Work  to  be  performed  is  recurrent  and  intermittent  so 
that  the  exact  scope  of  services  to  be  provided  by  any 
individual  contractor  cannot  be  accurately  estimated.  A 
request  for  a  blanket  service  authorization  shall  so  state 
on  the  AF-4,  in  the  area  reserved  for  the  contractor's 
name. 

b.  Prior  Approval  Requirement  -  No  payment  shall  be  made,  nor  any  ob- 
ligation for  payment  incurred,  by  the  Commonwealth  on  account  of 
any  service  rendered  prior  to  the  date  upon  which  the  AF-4  is  ap- 
proved by  the  appropriate  Secretary,  nor  prior  to  the  date  upon 
which  an  approved  AF-4  is  filed  with  the  Comptroller  as  evidenced 
by  the  Comptroller's  date  stamp  on  the  AF-4. 

c.  Written  Contract  -  Every  AF-4  shall  be  accompained  by  a  written 
contract  specifically  describing  the  services  to  be  performed, 
the  compensation  to  be  paid,  and  other  obligations  of  the  parties 
(except  for  "Blanket  Services  Authorization"  as  provided  for  in 
a.,  (3)). 

(1)  The  contract  must  contain  a  statement  that  no  compensation 
will  be  paid  for  services  rendered  prior  to  the  date  of  the 
Comptroller's  date  stamp. 

(2)  The  "Affidavit  of  Compliance"  section  of  the  AF-4  must  be  com- 
pleted by  the  contractor  if  the  contractor  is  a  corporation. 

d.  Rates 

(1)  The  proposed  rate  for  services  to  be  performed  by  an  individ- 
ual must  be  clearly  stated  on  the  AF-4. 

(2)  A  contract  for  services  to  be  performed  by  an  organization 
should  have  a  budget  attached  to  it  indicating  either  the  bil- 
ling rate  of  personnel  who  will  perform  the  service  or  the 
actual  salary  rate  of  such  personnel  plus  allowances  for 
fringe  benefits  and  overhead. 

(3)  The  rate  of  any  health  care  or  social  service  must  be  approved 
by  the  Rate  Setting  Commission.  This  is  construed  to  mean  any 
service  the  rate  for  which  is  required  by  law  to  be  set  or  ap- 
proved by  the  Rate  Setting  Commission. 
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SERVICES-NON-EMPLOYEES  (Continued) 
A.    LAWS:  RULES  AND  REGULATIONS  (Continued) 

2.  Administrative  Bulletin  82-1  (Continued) 

d.  Rates  (Continued) 

(4)  The  rate  of  any  service  may  be  approved  by  the  Reviewing  Sec- 
retary if  any  one  of  the  following  conditions  is  met: 

(a)  The  service  is  included  on  the  rate  schedule  and  the  pro- 
posed rate  does  not  exceed  the  rate  authorized. 

(b)  The  contract  was  awarded  after  compliance  with  prescribed 
competitive  procedures  resulting  in  the  submission  of  at 
least  three  bona  fide  bids  or  proposals. 

(c)  The  service,  other  than  for  health  care  or  social  service 
is  a  continuation  or  renewal  of  a  previously  authorized 
service,  at  a  rate  not  in  excess  of  the  previously  ap- 
proved rate. 

If  none  of  the  above  conditions  is  met,  the  rate  must  be 
approved  by  the  Personnel  Administrator  or  the  Rate  Set- 
ting Commission. 

(5)  An  AF-4,  and  an  accompanying  written  contract  submitted  to  a 
Secretary,  on  which  rates  are  subject  to  approval  by  the  Rate 
Setting  Commission  or  the  Personnel  Administrator,  must  state 
that  fact  on  the  documents.  Payment  will  not  be  made  by  the 
Commptroller  until  he  is  notified  of  rate  approvals. 

e.  Services  Corresponding  to  Duties  of  State  Positions 

An  -  03  service  that  corresponds  substantially  with  the  scope  of 
duties  of  a  position  in  the  Commonwealths'  classification  plan  may 
be  compensated  at  a  rate  not  exceeding  twenty-five  percent  above 
Step  1  of  the  salary  schedule  as  provided  in  Mass.  G.L.  Ch.  30,  S46 
The  title  of  the  classification  shall  be  entered  on  the  first  line 
of  section  6  "Rate  approval"  of  form  AF-4. 

f.  Modification  of  Rate  Schedule 

(1)  Requests  for  modification  or  addition  to  the  rate-schedule, 
established  by  Administration  Bulletin  82-1,  and  amendments 
thereto,  shall  be  made  by  written  request  to  the  Personnel  Ad- 
ministrator, specifying  the  service,  the  proposed  rate  and  the 
justification. 

(2)  The  rate  of  any  health  care  or  social  service  must  be  approved 
by  the  Rate  Setting  Commission. 
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SERVICES-NON-EMPLOYEES  (Continued) 
A.    LAWS:  RULES  AND  REGULATIONS  (Continued) 

2.  Administrative  Bulletin  82-1  (Continued) 
g.   Contracts  with  Individuals 

(1)  No  service  may  be  authorized  to  be  provided  by  a  contractor, 
who  is  an  individual,  unless  at  least  one  of  the  following 
conditions  is  met: 

(a)  The  service  is  a  professional  service  for  a  period  not  to 
exceed  one  year  and  cannot  currently  be  rendered  by  the 
agency.  A  waiver  by  the  Secretary  of  Administration,  if 
requested  by  the  Agency  and  approved  by  the  appropriate 
Secretary,  may  be  granted. 

(b)  The  contractor  is  a  student  intern  or,  a  patient,  inmate, 
resident  or  student  of  an  institution  operated  by  the 
Commonwealth  or,  is  a  client  of  a  social  service  program 
funded  by  or  operated  by  the  Commonwealth. 

(c)  The  hours  of  service  will  not  exceed  20  in  any  week. 

(d)  The  contractor  is  an  employee-  of  a  regional  mosquito  con- 
trol district. 

(e)  The  contractor  is  paid  from  proceeds  of  a  bond  fund  issue 
authorized  prior  to  March  12,  1974. 

(f)  The  contractor  is  a  blind  person  employed  by  the  Commission 
for  the  Blind. 

(2)  No  contract  with  an  individual,  other  than  one  who  is  an  em- 
ployee of  a  regional  mosquito  control  district,  a  person  em- 
ployed by  the  Commission  for  the  Blind  or  a  contractor  paid 
from  proceeds  of  a  bond  issue  authorized  prior  to  March  12, 
1974,  shall  provide  for  his  inclusion  in  the  state  employee's 
group  insurance. 

(3)  No  contract  with  an  individual  for  services  compensated  on  the 
basis  of  a  periodic  rate  shall  provide  for  or  permit  compensa- 
tion for  any  time  such  as  vacation  time,  sick  time,  or  holidays, 
during  which  the  contractor  does  not  actually  perform  services 
under  the  contract. 

(4)  No  contract  with  an  individual  shall  provide  for  his  inclusion 
in  the  state  employee's  retirement  system  unless  such  contract 
is  a  continuation  or  renewal,  without  interruption,  of  a  con- 
tract in  effect  on  March  11,  1974,  under  which  such  individual 
was  included  in  the  retirement  system. 
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SERVICES-NON-EMPLOYEES  (Continued) 
A.    LAWS:  RULES  AND  REGULATIONS  (Continued) 

2.  Administrative  Bulletin  82-1  (Continued) 
g.   Contracts  with  Individuals  (Continued) 

(5)  An  information  return  (form  1099)  must  be  filed,  with  taxing 
authorities,  annually  by  the  last  day  of  February,  for  certair 
classes  of  persons  with  payments  aggregating  $600.00  or  more, 
which  have  not  been  subject  to  withholding. 

(a)  The  Comptroller's  Division  will  prepare  the  1099  form  for 
those  persons  whose  payments  were  processed  on  standard 
invoices  (form  CD-12)  and  paid  by  the  State  Treasurer. 

(b)  The  Spending  Agency  will  prepare  the  1099  form  for  those 
persons  whose  payments  were  processed  on  invoice  warrants 
(form  CD-34)  or  were  paid  from  advance  funds. 

(6)  Each  standard  invoice,  representing  payment  to  an  individual 
for  -  03  contract  services,  must  indicate  the  total  amount  paid 
during  the  current  fiscal  year  under  said  contract  and  also 
identify  other  -  03  contracts  for  which  compensation  is  being 
received. 

h.   Maximum  Obligation  -  Each  AF-4  (authorization  of  services)  shall 
show  the  maximum  limit  of  the  Commonwealth's  obligation  under  the 
contract  expressed  as  a  single  dollar  figure  and  not  in  the  form  of 
a  formula.  The  maximum  obligation  stated  on  the  AF-4  must  agree 
with  the  maximum  obligation  on  the  fully  executed  contract. 

i-   Availability  of  Funds  -  The  requesting  agency  shall  certify,  on  the 
AF-4,  and  the  appropriate  Secretary  shall  determine,  that  funds  are 
available  up  to  the  stated  maximum  limit  of  the  obligation  for  pur- 
poses of  the  contract.  Funds  may  be  certified,  prior  to  a  fiscal 
year  in  anticipation  of  an  appropriation,  but  not  in  excess  of  either 
funds  appropriated  for  such  purposes  for  the  current  fiscal  year  or 
the  amount  recommended  by  the  Governor  for  the  next  fiscal  year, 
whichever  is  less.  A  contract  to  be  funded  by  federal  funds  shall 
require  a  binding  commitment  by  the  federal  agency  involved  to  meet 
the  cost  of  the  contract. 

j.   Selection  of  Contractor 

(1)  The  process  for  selection  of  contractors  to  perform  services 
for  the  Commonwealth  shall  be  as  competitive  as  practicable 
under  the  circumstances. 

(2)  A  contract  with  an  organization,  to  perform  services  classi- 
fied under  object  codes  201  or  219  (other  than  time  service, 
appraisers,  sheriffs,  constables,  military  service,  witness 
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SERVICES-NON-EMPLOYEES  (Continued) 
A.    LAWS:  RULES  AND  REGULATIONS  (Continued) 

2.  Administrative  Bulletin  82-1  (Continued) 
j.   Selection  of  Contractor  (Continued) 

(2)  (Continued) 

fees,  workers  and  blind  consignors),  and  casting  over  $500.00, 
shall  be  awarded  in  accordance  with  competitive  bidding  pro- 
cedures. 

(3)  An  original  contract  for  professional  services  having  a  maximum 
obligation  of  $40,000.00  or  more  shall  be  awarded  in  accordance 
with  a  selection  procedure  involving  either  the  solicitation 

of  formal  written  proposals  from  at  least  three  qualified  ven- 
dors, or  selection  from  a  list  of  prequalified  contractors  pre- 
viously approved  in  writing  by  the  Commissioner  of  Administra- 
tion. This  does  not  apply  to  modification  or  renewal  of  such 
contracts. 

(a)  The  selection  procedure  may  be  waived  by  the  Commissioner 
of  Administration  if  there  is  only  one  vendor  qualified 
to  perform  the  work  because  of  either  the  nature  of  the 
service  or  the  monopolistic  structure  of  the  market  (in- 
cluding any  case  in  which  the  contractor  is  a  public  util- 
ity or  public  agency),  or  if  the  service  is  necessary  to 
respond  to  an  emergency  involving  an  immediate  threat  to 
the  health  or  safety  of  persons  or  to  the  protection  of 
property. 

k.   Contract  Modifications 

(1)  An  authorized  service  contract  may  be  modified  by  mutual  agree- 
ment of  the  agency  and  the  contractor. 

(2)  Modifications  requiring  approval  of  the  appropriate  Secretary, 
and  for  which  an  amendatory  AF-4  must  be  submitted  clearly  de- 
scribing the  amendment  and  identifying  the  AF-4,  to  be  amended, 
are  as  follows: 

(a)  A  change  of  identity  of  the  contractor 

(b)  A  change  of  the  appropriation  account  or,  in  the  case  of 
a  blanket  AF-4,  a  change  of  object  code 

(c)  A  change  in  the  basic  purpose  or  type  of  service 

(d)  An  increase  in  the  rate 

(e)  An  increase  in  the  maximum  obligation 

(f)  An  extension  of  the  expiration  date 
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SERVICES-NON-EMPLQYEES  (Continued) 

A.  LAWS:  RULES  AND  REGULATIONS  (Continued) 

2.  Administrative  Bulletin  82-1  (Continued) 
k.   Contract  Modifications  (Continued) 

(3)  An  amended  Af-4  must  be  approved  and  filed  with  the  Comp- 
troller prior  to  the  effective  date  of  the  modification, 
in  the  same  manner  as  an  original  contract,  if  the  modifi- 
cation involves  one  or  more  of  the  following: 

(a)  A  change  in  the  identity  of  the  contractor 

(b)'  An  increase  in  the  maximum  obligation 

(c)  A  change  in  the  appropriation  account 

(4)  Secretarial  approval,  and  filing  with  the  Comptroller,  of 
a  modification,  other  than  modifications  listed  in  k.  (3) 
above,  need  not  precede  the  effective  date  of  the  modifi- 
cation but  must  precede  payment  therefor. 

1.   Clerical  Services  -  No  spending  agency  may  contract  with  an  in- 
dividual for  temporary  clerical  services,  except  to  record  and 
transcribe  hearings.  A  contract  with  an  organization  for  emer- 
gency clerical  assistance  may  be  approved. 

m.   Supervision  of  Employees  by  Contractors  -  No  contractor  shall 
directly  or  indirectly  supervise  any  employee  of  the  Common- 
wealth i.e.,  direct  the  activities  of  an  employee  on  a  contin- 
uing and  comprehensive  basis.  This  will  not  prevent  an  agency 
from  using  its  employees  to  perform  services  which  assist  or 
support  the  work  of  a  contractor  if  such  services  are  normally 
performed  by  agency  employees. 

n.   Approval  by  Attorney  General  -  Contracts  for  legal  services  must 
be  approved  by  the  Attorney  General.  Notification  of  such  ap- 
proval must  be  received  by  the  Comptroller  prior  to  authorization 
for  payment  thereunder.  Contracts  for  other  -03  services  do  not 
require  Attorney  General  approval  as  to  form. 

B.  Additional  Compensation  For  State  Officers  and  Employees  -  A  standard  in- 
voice for  services  rendered  by  an  officer  or  employee  of  the  Commonwealth 
(coded  under  the  -03  subsidiary  account)  must  contain  a  statement  to  the 
effect  that  the  service  was  rendered  outside  the  scope  of  his  employment 
and  regular  tour  of  duty. 

1.  Where  there  is  a  specific  provision  of  law  governing  such  payment, 
it  should  be  cited. 
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SERVICES-NON-EMPLOYEES  (Continued) 

C.    Invoices  Re-Services  Non-Employees 

1.  An  invoice  for  -03  services,  regardless  of  the  nature  and  source  of 
funds,  must  contain  the  following  statement: 

"Approved  form  AF-4,  Agency  Ref.  No.  

filed  with  Comptroller  on  


2.  An  invoice  for  the  payment  of  services  under  a  blanket  authorization 
must  contain  the  words  "Blanket  Authorization". 

3.  Dates  on  which  services  were  rendered  must  be  shown  on  the  invoice 
or  supporting  documentation. 

4.  Detail  Breakdown  of  charges  must  be  indicated  on  the  invoice  or  sup- 
porting documentation. 

D.  Additional  Charges  -  Additional  approved  charges  incurred  by  a  person 
whose  services  are  charged  to  subsidiary  account  -03,  e.g.  travel,  must 
also  be  charged  to  subsidiary  account  -03. 

E.  Subsidiary  -03  Payments  Subject  to  Tax  Withholding  -  Payments  for  -03 
services,  subject  to  tax  withholding,  must  be  recorded  on  a  separate  pay- 
roll using  that  form  of  payroll  presently  used  by  the  particular  Agency. 

F.  Product  Type  Contract  -  A  "Product  Type"  contract  initiated  prior  to 
June  30  and  funded  by  an  appropriation  that  expires  on  June  30  must  be 
completed  no  later  than  thirty  (30)  days  after  the  close  of  the  fiscal 
year.  A  "Product  Type"  contract  is  one  providing  for  the  production  of 
one  or  more  discreet,  self  contained  products  identified  in  the  contract 
e.g.  a  system,  report,  plan,  design,  training  program  or  medical  proce- 
dures which  product  is  not  defined  in  terms  of  the  actual  number  of  man- 
hours  of  service  required  to  produce  it. 

G.  Examination  of  Vendors'  Records  -  In  accordance  with  the  provisions  of 
Executive  Order  No.  195,  given  on  April  27,  1981,  a  contract  or  agreement, 
for  the  purchase  of  services  or  materials,  must  contain,  at  a  minimum,  the 
following  language: 

"The  Governor  or  his  designee,  the  secretary 
of  administration  and  finance  and  the  state 
auditor  or  his  designee  shall  have  the  right 
at  reasonable  times  and  upon  reasonable  notice 
to  examine  the  books,  records  and  other  compi- 
lations of  data  of  (vendor)  which  pertain  to 
the  performance  of  the  provisions  and  require- 
ments of  (this  contract  or  agreement)". 
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LAND  TAKING,  LAND  DAMAGE  AND  RELOCATIONS 

A.    Land  Taking  and  Land  Damages  -  Refer  to  General  Laws  O'er.  Ed.)  Chapter  79. 
The  following  is  a  general  outline  of  the  procedures  to  be  followed  in 
the  submission  of  invoices  for  the  taking  of  real  estate  by  right  of  em- 
inent domain  or  by  purchase. 

1.  Citation  of  General  and/or  Special  Law  -  All  invoices  transmitted  to 
the  Comptroller's  Division  covering  the  taking  of  land  and/or  build- 
ings, either  by  eminent  domain  or  acquisition  by  purchase,  must  have 
noted  thereon  the  specific  statute  authorizing  the  taking  of  land  and, 
in  addition,  the  appropriation  act  outlining  any  limitations,  restric- 
tions, etc.  If  approval,  such  as  that  of  the  Governor,  or  the  Deputy 
Commissioner  of  Capital  Planning  and  Operations,  is  required  prior  to 
the  taking  or  acquisition,  such  approval  must  accompany  the  invoice 
when  it  is  submitted  to  the  Comptroller's  Division. 

2.  Purchase  of  Land  -  The  following  procedures  must  be  adhered  to: 

a.  The  statute,  authorizing  the  purchase  of  land,  must  be  indicated 
on  the  standard  invoice. 

b.  The  "purchase  and  sale"  agreement,  attached  to  the  standard  in- 
voice, must  be  signed  by  concerned  parties  and  approved,  as  to 
form,  by  the  office  of  the  Attorney  General.  The  agreement  must 
indicate,  in  detail,  all  matters  pertaining  to  the  purchase. 

c.  An  appraisal  report  must  be  attached  to  the  standard  invoice. 
Refer  to  the  Appropriation  Act  authorizing  the  purchase,  for  the 
number  of  appraisers  required.  If  purchase  price  exceeds  the 
lowest  appraisal,  attach  a  letter  of  explanation  to  the  standard 
invoice. 

d.  A  land  purchase  must  be  approved  by  person(s)  authorized  to  make 
such  purchases,  e.g.,  the  head  of  a  Spending  Agency  or  the  major- 
ity of  a  board  or  commission. 

e.  A  certification  must  be  placed  on  the  standard  invoice  stating 
that  a  signed  and  properly  executed  deed  will  be  obtained  upon 
delivery  of  the  payment  check.  Deposit  recorded  deed  with  the 
Deputy  Commissioner  of  Capital  Planning  and  Operations. 

f.  A  signed  form  must  accompany  the  invoice  indicating  the  persons 
having  an  interest  in  the  land,  (see  specimen  "A") 

g.  The  payment  should  not  be  mailed  directly  to  the  owner.  The 
payment  check  should  be  made  payable  to  the  payee  c/o  the  Agency. 

3.  Land  Taken  by  Right  of  Eminent  Domain 

a.  The  payment  of  damages  is  required  to  be  made  within  sixty  (60) 
days  after  the  "Order  of  Taking"  is  recorded  in  the  Registry  of 
Deeds. 
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10 
LAND  TAKING,  LAND  DAMAGE  AND  RELOCATIONS  (Continued) 
A.    Land  Taking  and  Land  Damages  (Continued) 

3.  Land  Taken  By  Right  of  Eminent  Domain  (Continued) 

b.  A  Vendor  Code  must  be  established  to  have  payment  made  to  the 
owner  c/o  the  Spending  Agency,  Form  CD-45  "Vendor  File  Mainten- 
ance", used  to  establish  the  vendor  code,  must  have  the  word 
"LAND"  prominently  shown  on  it. 

c.  The  standard  invoice  must  show  the  amount  of  damages,  the  amount 
of  taxes  and  the  amount  of  interest  shown  separately. 

(1)  A  statement  must  be  attached  to  the  invoice  substantiating 
the  payment  of  interest  and  taxes.  Interest  is  computed 
from  the  date  of  taking  to  the  delivery  date  of  the  check. 
Taxes  will  be  computed  from  the  date  of  the  taking  to  the 
end  of  the  fiscal  year. 

d.  A  description  of  the  land  i.e.,  parcel  number,  location  and 
acreage,  in  addition  to  the  date  of  the  taking  and  the  amount  of 
the  offer,  must  be  shown  on  the  standard  invoice. 

e.  Appraisal  reports  indicating  the  name  of  the  appraiser  and  amount 
of  valuation  must  be  attached  to  the  invoice. 

f.  The  signature  of  the  Agency  Head  or  the  approval  of  a  majority 
of  the  board  or  commission  should  be  indicated  on  the  invoice. 

g.  A  signed  "Release"  or  "Pro-Tanto"  form  must  be  received  from  the 
payee  when  the  payment  check  is  delivered. 

h.   Invoices,  representing  payments  by  the  Department  of  Public  Works, 
for  damages  of  twenty-five  thousand  dollars  ($25,000.00)  or  more, 
must  have  the  recommendation  of  the  Real  Estate  Review  Board  at- 
tached. A  payment,  in  excess  of  the  recommended  amount,  requires 
court  approval . 


Final  Payment  on  Pro-Tanto  -  Court  Acti 


on 


a.  Land  cases  settled  by  court  action  must  have  a  Certificate  of  Judg- 
ment and  Docket  Entries  attached  to  the  standard  invoice. 

b.  Payment  can  be  made  only  to  persons  indicated  on  the  Certificate 
of  Judgment. 

c.  The  following  items  must  be  shown  separately  on  the  standard  in- 
voice: 

(1)  Amount  of  damages 

(2)  Interest  (computed  by  the  court) 
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LAND  TAKING,  LAND  DAMAGE  AND  RELOCATIONS  (Continued) 
A.   Land  Taking  and  Land  Damages  (Continued) 

4.  Final  Payment  on  Pro-Tanto  -  Court  Action  (Continued) 

c.  (Continued) 

(3)  Court  costs 

(4)  Taxes 

(5)  Amount  of  Pro-Tanto  payment  previously  made 

(6)  Amount  of  additional  interest 

d.  Ascertain  that  the  Pro-Tanto  payment  is  deducted  and  the  interest 
payment  is  computed  on  the  balance-due  only.  A  copy  of  the  Pro- 
Tanto  invoice  should  be  attached  to  the  standard  invoice. 

e.  Providing  that  the  judgment  is  not  paid  within  thirty  (30)  days 
of  the  entry  date,  interest,  in  addition  to  the  amount  on  the 
Certificate  of  Judgment,  is  allowed  from  the  date  the  Court  Judg- 
ment was  entered  to  the  last  day  of  the  month  preceding  the  month 
in  which  payment  is  made.  This  additional  interest  is  computed 
by  the  Spending  Agency  and  added  to  the  amount  of  the  judgment. 

f.  Checks  issued,  as  the  result  of  Court  Action  cases,  must  be  di- 
rected to  the  "Eminent  Domain"  division  of  the  Attorney  General's 
Office  for  disposition. 

5.  Escrow  Account  -  In  accordance  with  the  provisions  of  Sections  7D  and 
7E  of  Chapter  79  of  the  General  Laws,  a  check  on  account  of  damages 
that  remains  unclaimed  for  sixty  (60)  days,  or  if  the  person(s)  en- 
titled to  damages  either  cannot  be  identified  or  cannot  receive  pay- 
ment because  of  a  legal  disability,  shall  be  deposited  with  the 
State  Treasurer. 

a.  A  Receipts  Voucher,  Form  CD-29,  will  be  prepared  crediting  the 
check  to  account  number  7225-66-01-37  "Eminent  Domain  Unclaimed 
Checks"  fund.  The  check  number,  date  issued  and  name  of  payee 
must  be  idicated  on  the  Receipt  Voucher. 

(1)  Forward  a  copy  of  the  Receipt  Voucher,  time  stamped  by  the 
State  Treasurer,  to  the  Comptroller's  Division  Pre-Audit 
(land)  Unit. 

b.  Payments  from  the  "Eminent  Domain  Unclaimed  Checks"  fund  will  be 
initiated  by  the  Spending  Agency  as  follows: 

(1)  Notify  the  State  Treasurer  that  a  payment  from  the  account 
is  pending. 
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10 
LAND  TAKING,  LAND  DAMAGE  AND  RELOCATIONS  (Continued) 
A.    Land  Taking  and  Land  Damages  (Continued) 

5.  Escrow  Account  (Continued) 
b.   (Continued) 

(2)  Receive  from  the  State  Treasurer  a  letter  indicating  the 
accrued  interest  on  the  principal  amount  to  be  paid. 

(3)  Submit  a  standard  invoice  made  payable  to  the  owner  c/o 
the  Spending  Agency.  The  payment  must  be  charged  to  ac- 
count 0610-0603-00  "Eminent  Domain  Unclaimed  Checks  Pay- 
ments". Attach  to  the  standard  invoice: 

(a)  A  copy  of  the  letter  received  from  the  State  Treasurer 
indicating  the  occrued  interest. 

(b)  A  copy  of  the  Receipt  Voucher  on  which  the  principal 
amount  had  been  deposited  with  the  State  Treasurer. 

(c)  A  copy  of  invoices  for  previous  payments  for  same  land 
purchase. 

6.  Miscellaneous  Information 

a.   Standard  invoices  involving  a  payment  for  the  acquisition  of 
land  must  be  attached  to  a  Batch  Transmittal  and  submitted  sep- 
arately.- The  Batch  Transmittal  (Form  CD-41)  must  be  plainly 
marked,  in  large  letters,  "LAND  TAKING". 

B-  Relocation  Payments  -  Refer  to  the  General  Laws,  Chapter  79A  and  Section 
7J  of  Chapter  81,  that  pertains  to  relocation  assistance  to  persons  dis- 
placed by  the  taking  of  real  property. 

!•  Residential  Moving  Expenses  -  A  displaced  person  may  elect  to  receive 
a  relocation  payment  based  on  either  a  Fixed  Schedule  or  the  Actual 
Cost. 

a.   Fixed  Schedule 

(1)  Each  invoice,  submitted  to  the  Comptroller's  Division,  must 
indicate  the  date  of  the  taking,  the  location  of  the  land 
and  the  total  amount  to  be  paid. 

(2)  Each  invoice,  submitted  to  the  Comptroller's  Division,  must 
have  attached  to  it  a  copy  of  the  form  "Residential  Reloca- 
tion and  Dislocation  Allowance"  (see  specimen  "B")  contain- 
ing data  applicable  to  the  method  of  payment. 

(3)  Allowable  amounts,  based  on  the  number  or  rooms  or,  if  a 
mobile  home,  the  square  footage,  cannot  exceed  three  hun- 
dred dollars  ($300.00). 
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LAND  TAKING,  LAND  DAMAGE  AND  RELOCATIONS  (Continued) 
B.    Relocation  Payments  (Continued) 

1.  Residential  Moving  Expenses  (Continued) 

a.  Fixed  Schedule  (Continued) 

(4)  A  dislocation  payment  of  two  hundred  dollars  ($200.00)  is 
allowable  only  on  a  "fixed  schedule"  payment. 

b.  Actual  Cost 

(1)  Each  invoice,  submitted  to  the  Comptroller's  Division,  must 
have  attached  to  it  a  copy  of  the  form  "Residential  Reloca- 
tion and  Dislocation  Allowance"  (see  specimen  "B")  contain- 
ing data  applicable  to  the  method  of  payment. 

(2)  Each  invoice,  submitted  to  the  Comptroller's  Division,  must 
have  attached  to  it  a  receipted  bill  of  lading  from  the 
mover  or,  if  payment  is  to  be  made  directly  to  the  mover, 
an  unpaid  bill  of  lading  from  the  mover. 

(3)  A  dislocation  payment  is  not  allowable  on  an  "Actual  Cost" 
payment. 

2.  Residential  Replacement  Housing  Payments  -  Procedures  and  guidelines 
as  outlined  in  the  "Federal  Aid  Highway  Program  Manual"  issued  by  the 
Federal  Highway  Administration  of  the  U.S.  Department  of  Transporta- 
tion and/or  the  "State  Relocation  Assistance"  booklet,  prepared  by 
the  Bureau  of  Relocation  in  the  Department  of  Community  Affairs  must 
be  adhered  to  in  making  residential  replacement  housing  payments. 

a.  Each  invoice,  submitted  to  the  Comptroller's  Division,  must  have 
the  type  of  replacement  indicated  thereon. 

b.  A  computation  sheet,  detailing  how  the  payment  amount  was  calcu- 
lated, and  documentation  to  support  the  payment  must  be  attached 
to  the  invoice. 

3.  Business  Relocations 

a.  Contractual  work  requires  that  firm  bids  be  obtained  from  a  min- 
imum of  three  contractors  and  the  bid-estimates  be  obtained  from 
minimum  of  three  movers. 

b.  Each  invoice,  submitted  to  the  Comptroller's  Division,  must  con- 
tain the  following  data: 

(1)  The  date  of  the  taking  and  the  address  of  the  taking. 

(2)  The  address  of  new  location. 
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10 
LAND  TAKING,  LAND  DAMAGE  AND  RELOCATIONS  (Continued) 
B.    Relocation  Payments  (Continued) 

3.  Business  Relocations  (Continued) 

b.  (Continued) 

(3)  The  total  amount  of  the  bid,  amount  of  prior  payments  and 
amount  due. 

(a)  Indicate  "Final  Payment"  when  applicable. 

(4)  The  dates  of  move. 

c.  Each  invoice,  submitted  to  the  Comptroller's  Division  must  have 
the  following  documentations  attached: 

(1)  Specifications,  describing  work  to  be  performed,  signed  by 
the  claimant  and  showing  the  date  of  the  signature. 

(2)  An  inventory  of  items  to  be  moved. 

(3)  A  detailed  copy  of  the  low  bid  indicating  the  category  of 
work  and  the  amount  associated  with  each  category  e.g., 
electrical,  carpentry,  plumbing,  rigging,  etc. 

(4)  The  names  of  other  bidders  and  the  amount  of  each  bid. 

(5)  Agency  approval  of  the  low  bid  and  a  letter  of  authoriza- 
tion to  proceed  with  the  move. 

(6)  Receipted  bills  or  copies  (both  sides)  of  cancelled  checks. 

(7)  A  signed  statement  from  the  relocatee  that  work  was  satis- 
factorily completed. 

d.  An  invoice,  relating  to  moving  expenses  on  a  bid-estimate  basis, 
requires  the  following  additional  documentation  be  attached: 

(1)  Itemized  Actual  Cost. 

(2)  Daily  (dated)  bills  of  lading  indicating  work  performed. 

(3)  Labor,  showing  hourly  rates. 

(4)  Materials  used  and  cost  thereof. 

e.  Self-Move  invoices  must  be  supported  by  the  following  documen- 
tation: 

(1)  Specifications  describing  work  to  be  performed. 
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10 
LAND  TAKING,  LAND  DAMAGE  AND  RELOCATIONS  (Continued) 
B.   Relocation  Payments  (Continued) 

3.  Business  Relocations  (Continued) 
e.   (Continued) 

(2)  Inventory  of  items  to  be  moved. 

(3)  Names  of  bidders  with  their  bid-estimates. 

Note:  Relocatee's  total  expenses  cannot  exceed 
The  amount  of  the  lowest  bid-estimate. 

(4)  A  copy  of  the  payroll  showing  the  names  of  employees,  hours 
worked,  hourly  rate  of  pay  and  a  certification  to  the  ef- 
fect that  wages  had  been  paid. 
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_10  (specimen 

THE  COMMONWEALTH  OF  MASSACHUSETTS 
DEPARTMENT  OF 

KNOW  ALL  MEN  BY  THESE  PRESENTS  that  (I)  (We)  

name 


street  town  state 

Lessor(s)  Seller(s)  of  real  property  to  the  Commonwealth  of  Massachusetts,  which 
property  is  located  at  


street  town 


in  compliance  with  Chapter  7  Section  36  of  the  General  Laws,  hereby  declare  under  the 
penalties  of  perjury  that  the  following  names  are  the  true  names  and  addresses  of  all 
persons  who  have  a  direct  or  indirect  beneficial  interest  in  said  property. 


n   .  Lessors 

Date:  

Seller(i 


Chapter  7  Section  36  -  Massachusetts  General  Laws  (Ter.  Ed.)  provides  "No  agreement  to 
lease  or  to  sell  real  property  to  the  Commonwealth  or  to  any  of  its  political  subdivis- 
ions  or  to  any  authority  created  by  the  general  court  shall  be  valid  and  no  payment  stia 
be  made  to  the  lessor  or  seller  of  such  property  until  a  statement  has  been  filed,  i 
the  penalties  of  perjury,  with  the  Secretary  of  Administration,  by  the  lessor  or  sells' 
and  in  the  case  of  a  corporation  by  a  duty  authorized  officer  thereof  giving  the  true 
names  and  addresses  of  all  persons  who  have  a  direct  or  indirect  beneficial  interest i' 
said  property.  The  provisions  of  this  section  shall  not  apply  to  any  stockholder  of i 
corporation  the  stock  of  which  is  listed  for  sale  to  the  general  public  with  the  securj 
ties  and  exchange  commission,  if  such  stockholder  holds  less  than  ten  percent  of  the 
outstanding  stock  entitled  to  vote  at  the  annual  meeting  of  such  corporation. 

The  commissioner  shall  annually  file  with  the  secretary  of  the  commonwealth  a  report 
such  statements." 
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RESIDENTIAL  RELOCATION  AND  DISLOCATION  ALLOWANCE 


(specimen  "B") 


.A.P. 


..0. /ORDER 
)ATED 


PARCEL  NUMBER 
)ATE  OF  MOVE 


100MS  OCCUPIED  BY  CLAIMANT 


MOMS  FURNISHED  BY  CLAIMANT 


CLAIMANT 
ADDRESS 


CITY/TOWN 
S.S.   NO.    ( 
S.S.   NO.    ( 


OPTION:  FIXED  RATE  SCHEDULE  (see  below)  $ 


ACTUAL  REASONABLE  MOVING  EXPENSES  $ 

(RECEIPTED  BILLS  REQUIRED) 

FIXED  RATE  SCHEDULE 


First 
Room 

2 
Room 

3 
Room 

4 
Room 

5 
Room 

6 
Room 

7 
Room 

8 
Room 

A.   Unfurnished  Units  60 

130 

150 

190 

225 

250 

275 

300 

B.   Furnished  Units   25  Each  Addi  1 

:ional  S15.- 

C.   Mobile 
Homes 

200  S.F. 
80 

400  S.F. 
140 

600.  S.F.  ' 
200 

800  S. 
300 

F.  ] 

Personalty  Only 
Use  A  &  B 

ADDRESS  MOVED  TO 
CITY/TOWN 

ST/ 

\T 

E 

ZIP  CODE 

DISTANCE  FROM  ACQUIRED  PROPERTY, 


MILES 


CERTIFICATION:     I  certify  under  the  penalties  of  perjury  that  all   statements  contained 
herein  are  true  and  correct,   that  both  options  have  been  explained  to  me,   that  I  have 
received  the  Relocation  Brochure,  and  that  I  have  made  the  above  indicated  choice  of  my 
own  free  will. 


SIGNATURE  OF  CLAIMANT 

INTERVIEWED  BY  

APPROVED  BY 


DATE 
DATE 
DATE 


FOR  RELOCATION  USE  ONLY 


DATE  RECEIVED 
DATE  FILED  __ 
DATE  MOVED 


FIXED  $ 
RELOCATION  AMOUNT     ACTUAL  $ 


REVIEWED  BY 


RECOMMENDED  BY 


DATE  FORWARDED  FOR  APPROVAL 


DISLOCATION  AMOUNT 
TOTAL  PAYMENT 

DATE  

DATE 


$. 
$ 
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INQUIRIES  BY  VENDORS 

A.  When  an  inquiry  relating  to  the  payment  of  an  invoice  is  made  by  a 
vendor,  the  Daily  Statement  of  Transactions  should  be  examined.  If 
the  payment  has  appeared  on  a  Daily  Statement  of  Transactions,  pro- 
viding that  sufficient  time  has  elapsed  for  the  delivery  of  the 
checks,  the  vendor  should  be  given  the  following  information: 

1.  Warrant  Number 

2.  Appropriation  Account  Number 

3.  Agency  Voucher  Code  Number 

4.  Agency  Name 

5.  Vendor  Code  Number 

6.  Amount  of  Payment 

a.  The  vendor  should  be  advised  to  write  to  the  State  Treasurer 
furnishing  the  above  date. 

B.  When  an  inquiry  relating  to  the  identification  of  a  payment  is  made 
by  a  vendor,  the  following  information  that  appears  on  the  check  stub 
should  be  elicited  from  the  vendor: 

1.  Agency  Voucher  Code  Number.  This  consists  of  the  Agency  Code 
Number  plus  the  six-digits  immediately  following. 

2.  Agency  Name. 

3.  Amount  of  Payment  that  cannot  be  identified. 

4.  Warrant  Number.  This  appears  on  the  check  stub  as  a  three-digit 
"Correspondence  Number". 

a.  When,  after  investigation,  it  is  determinded  that  the  pay- 
ment had  not  been  made  by  the  spending  agency  indicated  on 
the  check  stub,  the  vendor  should  be  advised  to  write  to  the 
Comptroller's  Division  furnishing  the  above  information  and, 
in  addition,  his  thirteen-digit  Vendor  Code. 

C    The  foregoing  are  two  cases  where  the  vendor  may  be  instructed  properly 
to  initiate  necessary  action  in  the  form  of  writing  letters  either  to 
the  State  Treasurer's  Department  or  to  the  Comptroller's  Division. 
However,  in  the  majority  of  cases  inquiries  from  vendors  revolve  around 
the  agency-vendor  relationship  and  in  these  cases  the  agency  should  not 
advise  the  vendor  to  contact  the  Comptroller's  Division  but  should 
ascertain  the  answer  to  the  inquiry  themselves.  As  a  rule  the  vendor 
does  not  have  the  information  available  to  the  agency  such  as  agency 
voucher  code  number,  activity  and  subsidiary  account  charged,  etc.  which 
are  necessary  in  checking  on  the  transaction  in  question. 
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INQUIRIES  BY  VENDORS  (Continued) 

C.  (Continued) 

Therefore,  it  is  incumbent  upon  the  spending  agency  to  contact  the 
Comptroller's  Division  regarding  inquiries  relative  to  non-payment 
of  invoices,  warrant  numbers,  etc.  and  subsequently  to  relay  this 
information  to  the  vendor  rather  than  instructing  him  to  contact 
the  Comptroller's  Division  directly. 

D.  In  order  that  the  necessity  for  inquiries  by  vendors  may  be  reduced 
to  a  minimum,  especially  those  regarding  payments,  the  following 
procedures  should  be  followed: 

1.  Furnish  a  vendor  with  a  standard  invoice  when  vendor  does  not 
have  a  supply.  A  standard  invoice  should  be  enclosed  with  each 
purchase  order  to  be  forwarded  to  a  vendor. 

2.  Check  to  see  if  the  required  information  in  the  areas  not  shaded 
on  the  standard  invoice  has  been  furnished  and  the  vendor's 
certification  is  signed. 

3.  If  the  vendor  submits  his  charges  on  a  standard  invoice,  there 
is  no  necessity  for  checking  the  Vendor  Code  to  any  listing  as 
it  is  assumed  that  the  vendor  is  familiar  with  his  own  number. 
On  the  other  hand  if  the  agency  prepares  the  standard  invoice 
and  staples  the  vendor's  invoice  to  it,  such  as  in  the  case  of 
utility  invoices,  extra  care  must  be  used  to  insure  that  the 
Vendor  Code  used  is  the  correct  one. 

4.  Check  to  see  if  vendor  has  placed  a  number  in  the  "Vendor's 
Invoice  No."  box  in  order  that  he  may  be  able  to  reconcile 
the  payment  to  his  records. 

5.  Verify  extensions  and  additions  on  the  standard  invoice. 

6.  If  a  change  is  made  in  the  total  amount  on  a  standard  invoice 
for  any  reason,  a  copy  showing  the  change(s)  should  be  forwarded 
directly  to  the  vendor  at  the  same  time  the  invoice  is  submitted 
to  the  Comptroller's  Division  as  he  will  not  be  able  to  understand 
the  reason  for  the  change  from  information  on  the  stub  of  the  check, 

7.  Inquiries  from  vendors  should  be  given  prompt  and  courteous  atten- 
tion. They  should  not  be  referred  to  the  Comptroller's  Division 
except  when  the  information  sought  is  definitly  not  available  to 
the  agency  concerned. 

8.  Shown  below  is  a  sample  of  the  remittance  information  recorded  on 
the  check  stub  prepared  by  the  State  Treasurer.  Explanatory  infor- 
mation has  been  added  for  purposes  of  illustration.  It  will  be 
noted  that  the  Agency  Voucher  Code  Number  (168-100-008)  has  been 
included  together  with  the  vendor  reference  information. 
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INQUIRIES  BY  VENDORS  (Continued) 


VENDOR 
REFERENCE 


240004 

08660400 

A 

Vendor  Invoice  No 
or 

Date  of  Invoice 


AGENCY 
CODE 


168  100008 


93  097  017 


Agency 
Document  No. 


ROBERT  Q.  CRANE 

TREASURER  AND  RECEIVER  GENERAL 


STATE  AGENCY 


BRIDGEWATER  STATE  COLLEGE 
NO.  SHORE  COMMUNITY  COLLEGE 


DIRECT  ALL  CORRESPONDENCE  TO  STATE  AGENCY  ABOVE. 

USE  THIS  NUMBER  0|2  ON  ALL  CORRESPONDENCE 


CHECK 
AMOUNT 


o4£  oooooo 


AMOUNT 


30.00 
35.00 

A 

List  of  Payments 


65.00 
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PAYMENT  VOUCHERS 

General  Laws  (Ter.  Ed.)  Chapter  29,  Section  20,  states  in  part  that  no 
account  or  demand  requiring  the  certification  of  the  Comptroller  or  warrant 
of  the  Governor  shall  be  paid  from  an  appropriation  unless  properly  approved 
vouchers  therefor  have  been  filed  with  the  Comptroller. 

Detailed  instructions  relating  to  the  preparation  of  the  following 
payment  forms  are  included  in  the  Manual  of  Procedures  for  Encumbrance- 
Expenditure  Forms  Preparation  issued  by  the  Comptroller's  Division. 

A.  Standard  Invoicies,  Form  CD  12,  not  paid  from  an  advance,  will  be  attached 
to  a  Batch  Transmittal,  Form  CD  41. 

B.  Refund  of  Receipts  Voucher,  Form  CD  19,  used  to  obtain  a  refund  from  the 
State  Treasurer  of  state  income,  is  a  separate  document  with  its  own 
Agency  Voucher  Code  Number. 

C.  Travel  Expense  Voucher,  Form  CD  18,  not  paid  from  an  advance,  will  be 
attached  to  a  Batch  Transmittal,  Form  CD  41. 

1.  Supporting  documentation,  hotel  invoice,  plane  or  train  invoice,  etc. 
will  be  attached  to  the  Travel  Expense  Voucher. 

2.  Transportation  between  the  home  and  official  headquarters  is  not 
reimbursable  (G.L.  C.  30,  S.25).  Rule  T-3  of  the  Rules  and  Regulations 
Governing  Vacation  Leave,  Sick  Leave,  Travel,  etc.  provides  in  part 

as  follows: 

"For  purpose  of  computing  travel  allowance  of  every   person  subject 
to  these  rules  and  regulations,  the  appointing  authority  shall  assign 
such  person  to  a  permanent  office,  maintained  by  such  authority, 
and  such  assignment  shall  be  approved  by  the  Personnel  Administrator." 

3.  Rule  T-7  of  the  Rules  and  Regulations  Governing  Vacation  Leave,  Sick 
Leave,  Travel,  etc.  provides  in  part  as  follows: 

"Full  travel  status,  other  than  out-of-state  travel,  for  any  person 
shall  not  exceed  a  period  of  30  consecutive  days  unless  prior 
approval  therefor  is  given  by  the  Personnel  Administrator  with  the 
approval  of  the  Commissioner  of  Administration." 

N.B.  Collective  barganing  agreements  must  be  reviewed  for  deviation 

from  the  above  rules. 

4.  No  voucher  covering  expenses  during  out-of-state  travel  shall  be 
transmitted  to  the  Comptroller's  Division  unless  an  approved  cony  of 
a  "Request  for  Authority  to  Travel  Outside  the  Commonwealth"  (Form 
AF-5)  authorizing  such  travel  is  on  file  in  the  Comptroller's  Division. 

5.  If  a  Travel  Expense  Voucher  covers  out-of-state  travel ,  the  date  of  the 
approved  Request  for  Authority  to  Travel  Outside  the  Commonwealth  (the 
date  shown  in  upper  right  corner  of  Form  AF-5)  should  be  listed  in 
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PAYMENT  VOUCHERS  (continued) 
C.  Travel  Expense  Voucher,  Form  CD  18,  (Continued) 
5.  (Continued) 

the  middle  of  the  Travel  Expense  Voucher  at  the  very  top  by  the 
following  wording: 

Out-of-state  approval  dated 


6.  In  the  case  of  travel  expense  vouchers,  when  more  than  one  sheet  is 
needed  to  complete  the  preparation  of  an  itemization  of  travel  expenses, 
the  amounts  may  be  forwarded  to  the  second  or  more  sheets.  The 
sheets  should  be  arranged  so  the  top  sheet  shows  the  grand  total. 

It  is  only  necessary  to  place  the  letters  "FWD"  above  the  total  of  the 
"TOTAL  EXPENSES"  column  on  each  travel  expense  voucher  which  is  to 
be  forwarded.  The  total  of  all  the  sheets  to  be  forwarded  should 
then  be  listed  above  the  total  of  the  top  sheet  and  the  two  added 
together  to  arrive  at  the  grand  total  of  the  travel  expense  vouchers 
for  the  individual  traveler.  The  Expenditure  and  Object  Summary 
should  be  filled  in  on  the  top  voucher  only.  The  Agency  Code,  Day 
Number,  and  the  Agency  Voucher  Number  as  shown  on  the  top  sheet  should 
be  repeated  on  any  additional  sheets  for  the  same  traveler. 

7.  The  Social  Security  Numbers  of  state  employees  are  carried  in  what 
is  called  the  Central  Register  and  this  number,  consisting  of  nine 
digits  only,  should  be  placed  on  travel  expense  vouchers. 

D.  Invoice-Warrant,  Form  CD  34,  will  be  used  only  with  the  specific  approval 
of  the  Comptroller's  Division.  Each  Invoice-Warrant  will  be  treated  as 

a  separate  document. 

1.  Supporting  documentation  should  be  attached  in  the  same  order  as  the 
names  appear  on  the  form. 

2.  The  Invoice-Warrant  is  also  utilized  when  transmitting  a  Standard  Invoice 
involving  an  unusual  situation  with  respect  to  the  identity  of  payees, 
e.g.  three  or  more  payees  or  two  payees  plus  a  bank,  c/o  a  state  agency. 

E.  Departmental  Payment  Voucher,  Form  CD  39,  was  designed  to  be  used  by  spending 
agencies  for  listing  payees  who  had  not  been  paid  from  an  advance,  where 
there  is  a  considerable  volume  of  the  same  type  of  expense,  and  when  support- 
ing documentation  is  not  required  to  be  submitted  with  the  voucher,  e.g. 
overtime  meals,  work-study  program,  etc.  The  approval  of  the  Comptroller's 
Division  is  necessary  before  this  form  may  be  used  for  other  than  the  last 
two  mentioned  categories.  The  Departmental  Payment  Voucher  should  be  treated 
as  a  separated  doucument  and  should  not  be  accompanied  by  any  other  document, 

F-  Payroll  Account  Summary,  Form  CD  15A,  is  used  for  reporting  payroll  charges 

by  those  spending  agencies  whose  payrolls  are  paid  monthly' by  the  State 

Treasurer.  A  detailed  payroll  is  attached  to  this  form  when  submitted  to 
the  Comptroller's  Division. 


12-2 


12 

PAYMENT  VOUCHERS  (Continued) 

G.    Request  for  Advance,  Form  CD  5, is  submitted  to  the  Comptroller's 

Division  when  requesting  advance  funds  from  the  State  Treasurer  for 
payroll,  travel,  and  other  purposes.   It  is  a  separate  document  with 
its  own  Agency  Voucher  Code  Number  and  should  not  be  accompanied  by 
any  other  document. 

H.    Payroll  Return  of  Advance,  Form  CD  21A,  is  used  for  reporting  payroll 
charges  by  those  spending  agencies  whose  payrolls  are  paid  weekly  from 
advance  funds.  A  detailed  payroll  is  attached  to  this  form  when  sub- 
mitted to  the  Comptroller's  Division. 

I.    Return  of  Advance,  Form  CD  21,  is  used  to  account  for  expenditures  from 

advance  funds  for  purposes  other  than  payroll.  One  of  the  following  types 
of  documentation  must  be  attached  to  a  Return  of  Advance,  Form  CD  21, 
when  submitted  to  the  Comptroller's  Division: 

1.  Standard  Invoice,  Form  CD  12. 

2.  Travel  Expense  Voucher,  Form  CD  18. 

3.  Special  Document  requiring  prior  approval 
from  the  Comptroller's  Division  for  its  use. 

1.  Each  of  the  above  categories  must  be  transmitted  with  a  separate 
Return  of  Advance,  Form  CD  21. 

J.    Documents  should  be  transmitted  to  the  Comptroller's  Division  without  undue 
delay  after  services  have  been  rendered  or  goods  satisfactorily  delivered 
in  order  to  eliminate  inquiries  from  vendors  regarding  payment. 

K.    Check  List  for  Travel  Expense  Vouchers,  Form  CD  18  -  Pages  135-147  of  the 
Manual  of  Procedures  for  Encumbrance-Expenditure  Forms  Preparation  give  a 
detailed  explanation  as  to  the  preparation  of  Travel  Expense  Voucher, 
Form  CD  18  (Rev.)  and  should  be  consulted  when  preparing  this  form. 
The  following  is  a  summary  of  some  of  the  items  listed  in  that  manual: 

1.  The  travel  expense  voucher  is  used  to  itemize  and  recover  expenses 
incurred  in  the  performance  of  authorized  travel.  Not  more  than  20 
vouchers  may  accompany  a  Batch  Transmittal  Sheet  or  25  on  a  Return  of 
Advance.- 

2.  These  are  three  Type  Codes  relating  to  travel  expense  vouchers: 

622  -  Travel  expense  payment  on  a  Return  of  Advance 

790  -  Travel  expense  payment  and  liquidation 

791  -  Travel  expense  payment  only 

3.  Forms  must  be  assigned  an  agency  voucher  code  number  (agency  code 
number,  Julian  day  number  and  agency  voucher  number-9  digits  in  all). 
If  a  voucher  is  returned  to  agency,  a  \ew  Julian  day  number  should  be 
inserted  when  it  is  resubmitted. 

4.  In  the  heading  of  the  form  must  be  entered  the  following: 
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PAYMENT  VOUCHERS  (Continued) 
K.  Check  List  for  Travel  Expense  Vouchers,  Form  CD  18  (Continued) 

4.  (Continued) 

a.  Name  of  employee. 

b.  State  employee's  social  security  number  (9  digits).  If  a  non- 
employee,  the  first  four  letters  of  the  last  name  must  be  added 
to  the  social  security  number  and  the  "2"  changed  to  a  "1". 

c.  State  car  registration  number  must  be  listed  if  one  was  used. 

d.  Address  to  send  check  must  be  entered. 

e.  Date  form  prepared  should  be  listed  -  6  digits,  e.g.  07-10-82. 

f.  Employee's  Official  headquarters  must  be  entered. 

g.  Home  address. 

5.  Agencies  that  encumber  funds  for  travel  by  use  of  a  Reservation  of 
Funds  document  will  enter  this  number  in  the  block  "Encumbrance 
Document  Number"  (8  digits  preceded  by  an  R).  On  travel  expense 
vouchers  accompanying  a  Return  of  Advance,  no  encumbrance  document 
should  be  entered  in  this  block. 

6.  In  the  body  of  the  form  itemize  trip  by  day  and  explain  fully 
utilizing  the  "Remarks"  space  on  the  reverse  side  of  the  form. 

a.  Private  auto  mileage  will  be  shown  as  follows: 

(1)  Enter  beginning  odometer  reading  in  column  captioned  "Fares" 
)H     ^er  ^ndln9  odometer  reading  in  column  captioned  "Hotel". 
[3)     Enter  in  the  column  captioned  "Miles"  the  difference  between 
the  ending  and  beginning  odometer  readings  adjusted,  when 
applicable,  by  the  regulation  that'Transportation  expenses 
shall  be  allowed  either  for  the  distance  from  his  home  to 
place  of  temporary  assignment,  or  from  his  permanently 
assigned  office  to  place  of  temporary  assignment,  which  ever 
is  nearer."  . 

7"  th^r^0^1  2t  f  $*column-  Prove  totals  of  the  items  columns  to 
that  of  the  "Total  Expenses"  Column. 

8.  Enter  totals  by  object  code.  Opposite  Code  454  enter  total  of 
Sf  »?ien?hl2  ?    ?G  if  any'  °PP°site  object  code  451  enter  total 
"Tota  Expe  s  "    exPenses-  The  two  totals  should  agree  with  the 


9. 


ILt  till  It  ir"?   Paid  the  travel*r  from  an  advance  the  individual 
must  sign  as  the  traveler  and  in  addition  the  traveler  must  either 
sign  as  having  received  payment  of  check  number  must  be  given 
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PAYMENT  VOUCHERS  (Continued) 
K.  Check  List  for  Travel  Expense  Vouchers,  Form  CD  18  (Continued) 

10.  In  the  Expenditure  and  Object  Summary  will  be  entered  the  following 
in  the  spaces  provided: 

a.  The  activity  account (s)  (8  digits)  to  be  charged. 

b.  Subsidiary  account.  If  none,  be  sure  to  enter  "00". 

c.  Object  code(s). 

c.  Enter  amount  of  expenditure  associated  with  each  object  code  in 
the  "Expenditure  Amount"  column.  If  more  than  one  expenditure 
amount,  draw  a  line  and  enter  total  below  it. 

e.  When  an  encumbrance  document  number  is  used,  the  amount  of  liquida- 
tion associated  with  each  object  code  must  be  entered  in  the 
"Liquidation  Amount"  column.  On  a  travel  expense  voucher  accompa- 
nying a  Return  of  Advance,  each  expenditure  amount  must  also  be 
entered  in  the  "Liquidation  Amount"  column.  If  the  activity  account 
to  be  charged  is  one  against  which  funds  were  not  advanced,  the 
activity  account  against  which  the  liquidation  is  to  be  made  must 
be  entered  first,  and  the  activity  account  which  is  to  be  charged 
should  be  entered  on  the  next  line. 

11.  The  total  dollar  liquidation  for  the  voucher  must  be  entered  in  the 
"Total  Liquidation"  space. 

12.  The  traveler  must  sign  the  certification  in  the  lower  left  corner  of 
the  form. 

13.  Signature  of  agency  or  department  head  in  space  in  lower  right  corner 
of  form  is  not  necessary  as  this  space  is  for  agency  use  only. 

14.  Travel  expense  vouchers  must  be  processed  on  separate  Batch  Transmit- 
tals or  Returns  of  Advance. 

15.  Travel  expense  vouchers  of  an  individual  must  be  combined  and  the  total 
shown  on  the  top  voucher. 

16.  Receipts  or  other  vouchers  should  be  stapled  to  the  top  center  of  the 
reverse  side  of  the  expense  voucher. 

17.  Checks  covering  reimbursements  for  employees'  travel  expenses  will  be 
forwarded  by  the  State  Treasurer  to  individual  spending  agencies  for 
distribution  to  the  employees. 
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PAYMENT  VOUCHERS  (Continued) 

L.   Check  List  for  Batch  Transmittal  -  (Standard  Invoices  or  Travel  Expense 
Vouchers),  Form  CD  41  -  Pages  149-154  of  the  Manual  of  Procedures  for 
Encumbrance-Expenditure  Forms  Preparation  give  a  detailed  explanation  as 
to  the  preparation  of  the  Batch  Transmittal,  Form  CD  41,  and  should  be 
consulted  when  preparing  this  form.  The  following  is  a  summary  of  some 
of  the  items  listed  in  that  manual: 

1.  This  form  is  to  be  used  for  submission  to  the  Comptroller's  Division 
those  Standard  Invoices  or  Travel  Expense  Vouchers  which  are  to  be 
paid  from  the  State  Treasury.  Not  more  than  twenty  vouchers  may 
accompany  a  Batch  Transmittal.  Standard  Invoices  and  Travel  Expense 
Vouchers  may  not  be  included  on  the  same  Batch  Transmittal  nor  may 
two  or  more  Standard  Invoices  be  combined  unless  a  single  billing  by 
a  vendor  requiries  more  than  one  page.  Travel  Expense  Vouchers  on 
the  other  hand  may  be  combined  for  an  individual  traveler. 

2.  Insert  State  Agency  Name  on  Batch  Transmittal  in  full.  Do  not 
abbreviate  and  do  not  add  account  title. 

3.  Insert  date  (month,  day  and  year). 

4.  Insert  beginning  and  ending  voucher  number(s).  Each  must  be  nine 
digits.  If  only  one,  indicate  same  number  in  both  places.  If  there 
is  a  break  in  sequence,  it  must  be  indicated. 

5.  Total  payments,  and  total  liquidations  if  any,  of  attached  vouchers 
must  be  shown  after  the  word  "TOTALS"  at  bottom  of  Batch  Transmittal 
with  the  totals  applicable  to  each  grouping  of  voucher  numbers  indic- 
ated after  the  voucher  number.   Institutions  maintaining  stock  ledgers 
will  divide  the  total  payments  between  Materials  and  Supplies  and  j 
Direct  Expenses  on  their  copy  of  the  Batch  Transmittal. 

6.  Batch  Transmittal  must  have  the  signature  of  the  Department  Head  or 
Authorized  Agent. 

7.  Vouchers  attached  must  be  in  consecutive  order  and  as  indicated  on 
Batch  Transmittal. 

8.  Only  one  Julian  da^e  or  day  number  may  appear  on  documents  accompanying 
a  Batch  Transmittal. 

9.  The  current  fiscal  year  of  19XX  Accounts  Payable  must  be  stamped  or 
written  across  the  face  of  the  form. 


M. 


Check  List  for  Refund  of  Receipts  Voucher,  Form  CD  19  (Rev.)  -  Pages 
177-187  of  the  Manual  of  Procedures  for  Encumbrance-Expenditure  Forms 
preparation  give  a  detailed  explanation  as  to  the  preparation  of  Refund 
of  Receipts  Voucher,  Form  CD  19  (Rev.),  and  should  be  consulted  when 
preparing  this  form.  The  following  is  a  summary  of  some  of  the  items  1  i stec 
in  that  manual : 
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12 
PAYMENT  VOUCHERS  (Continued) 
M.   Check  List  for  Refund  of  Receipts  Voucher,  Form  CD  19  (Rev.)  (Continued) 

1.  This  form  is  used  to  obtain  refunds  from  the  State  Treasurer  of  State 
income  previously  transmitted  through  error,  duplication,  etc.  This 
form  cannot  be  used  to  refund  money  credited  to  a  Federal  Grant  or 
Trust  Fund.  Requests  for  these  refunds  should  be  submitted  on  a 
Standard  Invoice,  Form  CD  12  (Rev.)  marked  with  Type  Code  782 
(Payment  With  No  Liquidation  of  an  Encumbrance)  accompanied  by 
Batch  Transmittal,  Form  CD  41.. 

2.  Certain  agencies  have  Refund  of  Receipts  numbers  which  are  used 
specifically  by  their  agency  and  which  they  have  on  file.  The  following 
is  a  listing  of  the  numbers  to  be  used  by  agencies  whose  receipts  are 
credited  to  the  General  Fund  as  well  as  the  numbers  to  be  used  when 
requesting  refunds  from  certain  other  funds: 

1599-1007  General  Fund  Refunds 

1599-1011  Highway  Fund  Refunds 

1599-1016  Inland  Fisheries  and  Game  Fund  Refunds 

1599-1018  State  Recreation  Areas  Fund  Refunds 

3.  Insert  State  Agency  Name  in  full.  Do  not  abbreviate  and  do  not  add 
account  title. 

4.  Agency  I.D.  Code  -  To  the  preprinted  Commonwealth  Federal  Employer 
Identification  (FEI)  number  should  be  added  the  three  digit  agency 
code  and  the  proper  check  code  number  (one  digit). 

5.  Form  must  have  an  agency  voucher  code  number  (agency  code,  Julian  date, 
and  agency  voucher  number). 

6.  An  original  and  three  copies  of  each  Refund  of  Receipts  Voucher  are 
to  be  forwarded  to  the  Comptroller's  Division. 

7.  Each  Refund  of  Receipts  Voucher  is  to  be  considered  a  separate  document 
and  carry  a  separate  agency  voucher  code  number  (nine  digits). 

8.  In  the  body  of  the  form  and  on  the  back,  if  more  space  is  needed,  insert: 

a.  Name  and  address  of  claimant 

b.  Reason  for  refund 

c.  Date  of  original  payment  to  agency 

d.  Amount  due  each  payee 

e.  Total  on  back  of  form,  if  any,  must  be  brought  forward  to  front 
of  form 

9.  The  receipt  account  numbers  in  the  body  of  the  form,  if  any,  should  be 
identified  in  such  a  manner  that  the  amounts  shown  may  be  reconciled 
with  the  amounts  shown  in  the  Summary  of  Expenditures  (Refund)  at  the 
bottom  of  the  form. 
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PAYMENT  VOUCHERS  (Continued) 

M.   Check  List  for  Refund  of  Receipts  Voucher,  Form  CD  19  (Rev.)  (Continued) 

10   Expenditure  Account  -  The  activity  account  to  be  charged  will  depend 
upon  the  fund  account  credited  when  the  original  Receipts  Voucher  was 
transmitted;  for  example,  1599-1007  General  Fund,  1599-1011  Highway 
Fund,  etc. 

11.  Receipt  Voucher  Number  -  Enter  the  number  of  the  Receipts  Voucher  given 
when  the  money  against  which  this  refund  is  being  made  was  originally 
transmitted  to  the  State  Treasurer. 

12.  Receipt  Account  Number  -  Enter  in  this  column  the  ten-digit  receipt 
account  number  which  was  credited  when  the  original  receipt  against 
which  this  refund  is  being  made  was  transmitted  to  the  State  Treasurer. 

13.  The  current  fiscal  year  must  be  stamped  or  written  on  the  face  of  the 
form  regardless  of  when  the  receipts  were  initially  deposited. 

14.  Agencies  should  make  sure  in  typing  on  the  back  of  the  Refund  of 
Receipts  Voucher  that  it  is  the  same  copy  on  which  the  original 
typing  appears  on  the  front  of  the  form  and  not  the  carbon  copy. 

N.   Check  List  for  Invoice-Warrant,  Form  CD  34  (Rev.)  -  Pages  156-164  of  the 
Manual  of  Procedures  for  Encumbrance-Expenditure  Forms  Preparation  give 
a  detailed  explanation  as  to  the  preparation  of  Invoice-Warrant,  Form  CD  34 
(Rev.),  and  should  be  consulted  when  preparing  this  form.  The  following  is 
a  summary  of  some  of  the  items  listed  in  that  manual: 

1.  Invoice-Warrant,  Form  CD  34  (Rev.),  consists  of  six  numbered  copies, 
the  first  four  of  which  must  be  transmitted  to  the  Comptroller's 
Division.  This  form  can  be  used  only  where  special  permission  for  its, 
use  has  been  given  by  the  Comptroller's  Division  or  in  special  cases 
involving  three  or  more  payees  or  two  payees  and  a  bank,  etc.  In  the 
latter  case  standard  invoices  must  accompany  the  invoice-warrant. 

2.  The  front  side  copies  of  the  invoice-warrant  are  numbered  denoting 
copy  destination  (#l-Comptroller,  #2-Governor  and  Council,  #3-Treasurer, 
#4-Comptroller,  #5-Department,  and  #6-Agency).  An  alphabetic  listing 
of  the  payees'  names  and  addresses  will  be  entered  in  the  body  of  the 
form.  The  name  of  each  payee  should  start  inside  the  first  vertical 
line  and  be  followed  by  the  address  on  the  same  line.  The  amount  of 
payment  to  each  payee  will  be  shown  in  the  last  column  on  the  line 
with  the  name  and  address. 

3.  On  the  back  of  copies  #1,  #5,  and  #6  should  be  inserted  the  name  of 
the  agency  in  full . 

4.  To  the  preprinted  number  046  002  284  should  be  added  the  agency  code 
number  (3  digits)  and  the  check  digit  (1  digit)  to  complete  the  agency 
I.D.  Code. 
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PAYMENT  VOUCHERS  (Continued) 
Check  List  for  Invoice-Warrant,  Form  CD  34  (Rev.)  (Continued) 

5.  Form  must  have  nine-digit  Agency  Voucher  Code  Number  (agency  code, 
day  number"  and  agency  voucher  number). 

6.  Only  one  Type  Code  may  be  used,  as  follows: 

786  Payment  with  No  Liquidation  of  an  Encumbrance 

788  Payment  with  Liquidation  of  an  Encumbrance 

Separate  Invoice-Warrants  must  be  submitted  for  payments  with  and 
without  liquidation. 

7.  In  the  Description  Column  should  be  entered  a  concise  description  of 
the  purpose  of  the  payment  including  period  covered,  type  of  service, 
reference  to  general  laws  where  applicable,  etc. 

8.  Enter  eight-digit  activity  account  and  two-digit  subsidiary  account 
in  column  headed  "Expenditure  Account".  If  no  subsidiary  account, 
enter  "00". 

9.  Enter  object  code(s)  (3  digits)  against  each  item. 

10.  Enter  amount  of  expenditure  and  liquidation,  if  any,  applicable  to 
each  activity  account  in  "Expenditure  Amount"  and  "Liquidation  Amount1 
Columns.  If  more  than  one  object  code  is  used,  enter  the  amount 
applicable  to  each. 

11.  Enter  encumbrance  document  number  applicable  to  each  liquidation. 
More  than  one  encumbrance  document  number  may  be  listed. 

12.  Enter  totals  of  "Expenditure  Amount"  and  "Liquidation  Amount"  Columns 
opposite  word  "TOTALS". 

13.  The  current  fiscal  year  or  19XX  Accounts  Payable  must  be  stamped  or 
written  across  the  back  of  the  form. 

14.  Agencies  should  make  sure  that  the  original  typing  appears  on  both 
the  front  and  back  of  the  No.l  Copy  of  the  invoice-warrant. 

15.  Supporting  documentation  shall  be  attached  to  the  #l-Comptroller  copy 
of  the  invoice-warrant. 
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SOCIAL  AND  REHABILITATIVE  SERVICES 

PURCHASE  OF  SOCIAL  AND  REHABILITATIVE  SERVICES  -  Expenditures  for  the 
purchase  of  services  as  coded  in  accordance  with  the  expenditure  code 
manual  under  subsidiary  account  -  07,  object  code  393  (Purchase  of 
Service,  Residential)  and  object  code  394  (Purchase  of  Service,  Non- 
Residential)  shall  be  made  in  accordance  with  Rules  and  Regulations 
promulgated  by  the  Commissioner  of  Administration  governing  the 
contracting  for  social  and  rehabilitative  services. 

1.  Request  for  Proposal  -  An  R.F.P.  (request  for  proposal)  desig- 
ned to  reach  all  qualified  providers  shall  be  circulated  and 
the  service  shall  be  purchased  from  the  provider  offering  the 
lowest  qualified  and  responsive  bid,  except  as  permitted  in 
(a)  and  (b)  below. 

a.  An  agency  may  engage  in  competitive  negotiation  of  proposals 
if  one  or  more  proposals,  from  reponsible  and  qualified 
providers,  exceeded  the  funds  available  or  if  the  proposal 
may  be  improved  to  the  advantage  of  the  agency. 

b.  Services  may  be  purchased  without  the  use  of  the  R.F.P. 
process,  on  a  non-competitive  negotiation  basis,  if  either 
there  is  only  one  responsible  provider  qualified  to  perform 
the  service  or  the  service  is  needed  on  an  emergency  and 
temporary  basis  to  protect  property  or  to  respond  to  an  im- 
meditate  threat  to  the  life,  health  or  safety  of  persons. 

(1)  An  agency  must  file,  with  form  AF-7  a  statement  of 
justification  for  non-competitive  procurement. 

(2)  A  record  of  all  non-competitive  procurements  shall  be 
kept  by  each  spending  agency.  Such  records  shall  con- 
tain all  justification  statements  associated  with  such 
contracts  and  shall  be  available  for  public  inspection. 

c.  Contracts  may  be  reviewed  annually  without  an  open  R.F.P. 
provided  that  all  contracts  shall  be  subject  to  the  R.F.P. 
process  at  least  once  every   three  years. 

d.  An  increase  to  a  contract  which  either  raises  the  maximum 
obligation  over  $40,000.00,  or  if  the  original  maximum  obli- 
gation was  $40,000.00  or  more,  to  an  amount  exceeding  125% 
of  the  original  maximum  obligation,  shall  be  subject  to 
open  R.F.P.  (Requests  for  Proposal)  unless  the  services  had 
been  initially  procured  under  the  provisions  of  non-  compet- 
itive negotiations,  without  use  of  the  R.F.P.  process. 

2.  Purchase  of  Service  Plan  -  Form  AF-7  (Purchase  of  Service  Plan) 
shall  be  completed  by  a  Spending  Agency  intending  to  contract 
for  the  purchase  of  social  or  rehabilitative  services.  Each 
contract  that  a  Spending  Agency  intends  to  execute  shall  be 
listed  on  the  form  using  the  following  guidelines: 
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SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued) 

A.    PURCHASE  OF  SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued) 

2.  Purchase  of  Service  Plan  (Continued) 

a.  Each  AF-7  shall  have  listed  only  contracts  to  be  funded  from 
the  same  appropriation  and  object  code. 

(1)  Contracts  of  similar  services  should  be  listed  together 
and  a  sub-total  provided  for  each  type  of  service.  If 
services  are  provided  in  different  regions  or  areas  of 
the  Commonwealth  a  sub-total  should  also  be  provided  for 
each  region  or  area. 

(2)  Form  AF-7  must  be  completed  by  setting  forth  the  following 
data  in  accordance  with  instructions  on  the  reverse  of  the 
form. 


(a 
(b 
(c 
(d 
(e 
(f 

(9 
(h 

(i 
(J 
(k 

(1 
(m 

(n 


Fiscal  Year 

Agency  Name 

Sequence  Number 

Appropriation  Account  Number 

Object  Code 

Certification  that  sufficient  appropriated  funds  are 
available 

Type  of  Service 

Name  and  Address  of  Provider(s) 

Service  Units 

Duration  of  Contract 

Rate 

Contract  Amount 

Anticipated  Current  Year  Renewals 

Total  12  Month  Cost 


Data  on  forms  AF-7  must  be  in  agreement  with  data  on 
contracts. 
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SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued) 
A.    PURCHASE  OF  SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued) 
2.  Purchase  of  Service  Plan  (Continued) 

b.  Blanket  Contracts  -  An  AF-7,  that  is  intended  to  govern  pur- 
chase of  services  when  the  amount  spent  is  not  governed  by  a 
stated  maximum  obliagtion  for  each  contract,  shall  have  the 
word  "blanket"  inserted  in  column  1  (name  and  address  of  pro- 
vider). A  listing  of  the  services  and  associated  rates  may 

be  attached  to  the  AF-7.  The  practice  of  "blanket"  contracting 
should  be  used  for  the  following  services  only: 

(1)  Group  care  in  the  Department  of  Public  Welfare  or  the 
Department  of  Social  Services. 

(2)  Family  care  programs  in  the  Department  of  Mental  Health. 

(3)  Unit  cost  programs  in  the  Department  of  Youth  Services. 

(4)  Emergency  services  to  individual  children  in  the  Office 
for  Children. 

(5)  Homemaker  and  recreation  services  in  the  Commission  for 
for  The  Blind. 

(6)  Homemaker  and  home  health  services  in  the  Department  of 
Public  Health. 

(7)  Homemaker  services  in  the  Department  of  Public  Welfare 
and/or  the  Department  of  Social  Services. 

(8)  Sheltered  workshops  in  theMass.  Rehabilitation  Commission. 

(9)  The  Department  of  Public  Welfare  or  the  Department  of  Social 
Services  may  purchase  fester  care,  chore,  and  babysitting 
from  individual  vendors  on  a  blanket  basis. 

Use  of  this  blanket  provision  for  other  services  requires  the 
prior  approval  of  the  Secretary  in  charge  of  the  agency  and 
the  Comptroller. 

c.  Approval  of  AF-7  -  The  original  and  six  copies  of  completed 
form,  AF-7,  shall  be  submitted  to  the  Secretary  of  the  Execu- 
tive Office  to  which  a  spending  agency  is  assigned,  for  review 
and  approval . 

(1)  Upon  approval  the  Secretary  shall  deliver  the  AF-7's  to 
the  Comptroller  and  have  each  copy  imprinted  with  the 
Comptroller's  date  stamp.  The  original  AF-7  shall  be 
filed  with  the  Comptroller's  Division  and  a  copy  distrib- 
uted to  each  of  the  following: 
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13 
SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued) 
A.    PURCHASE  OF  SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued) 
2.  Purchase  of  Service  Plan  (Continued) 
c.   Approval  of  AF-7  (Continued) 

(1)  (Continued) 

House  Committee  on  Ways  and  Means 

Senate  Committee  on  Ways  and  Means 

Legislative  Committee  on  Post  Audit  and  Oversight 

Budget  Bureau 

Spending  Agency 

(2)  Once  an  approved  AF-7  is  filed  with  the  Comptroller,  con- 
tracts and  required  supporting  documentation  should  be  sent 
directly  to  the  Comptroller's  Division.  Contracts  and  sup- 
porting documentation  must  be  on  file  at  the  Comptroller's 
Division  before  any  payment  for  service  rendered  under  the 
contract,  can  be  made. 

A  checklist  for  "Purchase  of  Service"  contracts,  executed 
by  an  authorized  member  of  the  Spending  Agency  legal  staff, 
and  all  documents  required  by  the  checklist,  shall  be  at- 
tached to  the  contract.  One  checklist  may  be  used  to 
cover  a  group  of  contracts  providing  similar  services. 
Each  checklist  shall  reference  the  "Purchase  of  Service 
Plan"  providing  for  that  contract.  A  checklist  for  ap- 
proval of  "Purchase  of  Service"  contracts  or  services 
contains  the  following  items: 

The  authority  of  the  agency  to  make  a  contract. 

The  authority  of  the  person  signing  on  behalf  of  the 
provider. 

The  authority  of  the  person  signing  on  behalf  of  the 
state  agency. 

The  contract  must  be  properly  signed. 

The  contract  must  be  properly  dated. 

If  the  provider  is  a  non-profit  organization,  a  sworn 
statement  of  the  non-profit  existence  or  a  copy  of  a 
tax  exempt  letter  from  the  Internal  Revenue  Service. 
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SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued) 

A.    PURCHASE  OF  SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued) 

2.  Purchase  of  Service  Plan  (Continued) 

c.  Approval  of  AF-7  (Continued) 

(2)  (Continued) 

If  the  provider  is  not  a  non-profit  organization  a 
financial  interest  statement. 

Basis  of  Rate  approval.  R.S.C.  file  designation 


A  statement  disclosing  all  income  received  from  other 
contracts  with  the  Commonwealth. 

(3)  A  spending  agency  must  notify  a  provider,  in  writing,  of 
the  effective  date  when  services  may  begin. 

(4)  Prior  Approval  Requirement  -  No  payment  may  be  made,  nor 
obligation  for  payment  incurred,  by  an  agency  on  account 
of  any  service  rendered  prior  to  the  date  that  the  service 
plan  is  approved  by  the  appropriate  secretary  nor  prior 

to  the  date  an  approved  request  is  filed  with  the  Comptroller. 

(5)  Contract  Form  Approval  -  A  standard  contract  form  shall  be 
approved  by  the  appropriate  secretary  before  being  used. 

A  copy  of  a  proposed  standard  contract  form  should  be  for- 
warded to  the  Commissioner  of  Administration  for  his  comment. 
An  approved  standard  contract  form  shall  have  printed  on  the 
bottom  of  the  first  page  the  words  "Approved  by  (Secretariat 
Office  Initials)  on  (date)". 

This  applies  to  all  standard  contract  forms ,  not  to  each 
contract  executed  on  these  forms.  A  non-standard  contract 
form  must  be  approved  by  the  appropriate  secretary. 

3.  Puchase  of  Service  Plan  -  Modifications 

a.  Form  AF-7A  "Purchase  of  Service  Plan  Revision"  shall  be  submitted 
by  a  Spending  Agency  when  it  proposes  to  add  a  new  contract  to  an 
AF-7  or  when  it  is  proposed  to  effect  any  of  the  following  changes 
on  an  existing  contract: 

(1)  A  change  of  identity  of  the  provider. 

(2)  A  change  in  the  basic  purpose  or  type  of  service. 

(3)  An  increase  in  the  rate. 

(4)  An  increase  in  the  contract  amount. 
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SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued)  I 

A.    PURCHASE  OF  SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued)  j 

3.  Puchase  of  Service  Plan  -  Modifications  (Continued) 

a.  (Continued) 

(5)  An  extension  of  the  expiration  date. 

b.  No  payment  shall  be  made,  nor  obligation  for  payment  incurred, 
by  a  spending  agency  on  account  of  any  service  rendered  prior 
to  the  date  that  the  form  AF-7A  (Purchase  of  Service  Plan  Revi- 
sion) is  approved  by  the  appropriate  secretary  nor  prior  to  the 
date  an  approved  AF-7A  is  filed  with  the  Comptroller,  if  the 
purchase  of  service  plan  revision  consists  of: 

(1)  The  addition  of  a  new  contract  to  the  AF-7. 

(2)  An  increase  in  the  amount  of  any  one  contract  to  an  amount 
exceeding  125%  of  the  originally  stated  contract  amount. 

c.  Rate  Change  -  A  change  in  rate  for  any  contract  shall  be  effec- 
tive on: 

(1)  The  date  indicated  in  the  Rate  Setting  Commission  regulation 
setting  the  rate. 

(2)  The  original  date  of  Secretariat  approval  of  the  purchase  of 
service  plan  (AF-7)  if,  by  a  footnote,  provision  was  made 
for  the  rate  change  and  provision  for  the  rate  increase  was 
made  in  the  Governor's  recommended  budget  (House  No.  1). 

(3)  If  neither  (1)  nor  (2)  above  apply,  the  effective  date  of 
the  increase  shall  be  when  the  AF-7A  is  filed  with  the  Comp- 
troller unless  the  contract  modification  stipulates  a  later 
date. 

d.  Approved  AF-7A  Forms  must  be  filed  with  the  Comptroller  prior  to 
the  forwarding  of  contract  changes  to  the  Comptroller. 

e.  Data  on  AF-7A's  must  agree  with  data  on  contracts. 

4.  Provision  of  Waivers  -  Rules  and  regulations  relating  to  the  "Pur- 
chase of  Service  Plan"  or  "Purchase  of  Service  Plan  Revision"  may 
be  waived  only  by  the  Commissioner  of  Administration  upon  a  request 
by  an  Agency  Head  and  certification  by  the  appropriate  Secretary 
that  a  good-faith  effort  to  comply  had  been  made. 

5.  Examination  of  Vendors'  Records  -  In  accordance  with  the  provisions 
of  Executive  Order  No.  195,  given  on  April  27,  1981,  each  purchase  of 
services  contract  must  contain,  at  a  minimum,  the  following  language: 
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SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued) 

A.    PURCHASE  OF  SOCIAL  AND  REHABILITATIVE  SERVICES  (Continued) 

5.  Examination  of  Vendors'  Records  (Continued) 

"The  Governor  or  his  designee,  the  secretary  of 
administration  and  finance  and  the  state  auditor 
or  his  designee  shall  have  the  right  at  reason- 
able times  and  upon  reasonable  notice  to  examine 
the  books,  records  and  other  compilations  of  data 
of  (vendor)  which  pertain  to  the  performance  of 
the  provisions  and  requirements  of  (this  contract 
or  agreement)". 
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14 
ADVANCE  FUND 

A.  Comptroner"s  Rules  and  Regulations  Governing  Advances  from  State 
Treasury  -  The  instructions  appearing  in  this  Accounting  Manual  per- 
taining to  the  handling  of  Advances  are  to  be  considered  the  rules  and 
regulations  of  the  Comptroller  in  accordance  with  the  provisions  of 
6.L.  (Ter.  Ed.),  C.  29,  S.  23,  as  amended. 

B.  Who  May  Obtain  an  Advance  -  Any  officer  authorized  to  expend  money  in 
behalf  of  the  Commonwealth  may  have  money  advanced  to  him  for  such  pur- 
poses under  G.  L.  (Ter.  Ed.  )  C.  29,  S.  23,  S.  24  and  S.  25  in  such  sums 
and  subject  to  such  rules  and  regulations  as  the  Comptroller  may  deter- 
mine. Such  officers  are  required  to  certify  that  the  amount  is  needed 
for  immediate  use  and,  as  specifically  as  may  be,  the  purposes  for  which 
the  expenditure  is  required. 

C.  How  to  Obtain  an  Advance  -  Form  CD  5,  Request  for  Advance,  will  be  sub- 
mitted to  the  Comptroller's  Division  as  a  request  for  the  amount  of  an 
advance.  Copies  Nos.  1  and  2  will  be  forwarded  to  the  department  (if 
any)  who  will  retain  the  No.  2  copy  and  forward  copy  No.  1  to  the  Comp- 
troller's Division  after  the  signature  of  the  department  head  or  auth- 
orized agent  has  been  affixed.  The  form  must  indicate  the  apportionment 
of  the  advance  to  be  charged  against  the  proper  activity  and  subsidiary 
accounts  for  which  it  is  to  be  used. 

D.  When  Should  Requests  for  Advances  be  Submitted  -  Requests  for  advances 
must  be  submitted  to  the  Comptroller's  Division  in  sufficient  time  be- 
fore the  beginning  of  the  period  covered  by  the  Advance  in  order  that 
they  may  be  processed  and  the  advance  made  available  to  the  agencies 
by  the  first  day  of  the  advance  period.  When  an  advance  is  to  be 
charged  to  other  than  the  current  allotment  period,  a  statement  should 
be  made  on  the  face  of  the  Request  for  Advance  form,  "To  be  charged  to 
first  allotment  period";  "To  be  charged  to  second  allotment  period",  etc. 

Each  type  of  Advance  Request  must  be  submitted  on  a  separate  CD  5,  Re- 
quest for  Advance,  as  each  type  has  a  unique  "Type"  code.  The  "Type" 
codes  currently  in  use  are: 

610  -  Payroll 

611  -  Travel 

612  -  Other 

E.  Requests  for  Payroll  Advances  -  The  requests  for  advances  for  payroll 
purposes  should  be  scheduled  separately,  wholly  apart  from  requests  for 
advances  for  purposes  other  than  payroll  and  there  should  be  a  separate 
advance  request  for  each  subsidiary  01  and  02  so  that  insufficient  funds 
in  one  of  these  subsidiaries  will  not  make  it  necessary  to  reject  the 
entire  advance  request. 

1.  These  requests  will  be  submitted  to  the  Comptroller's  Division  at 
the  beginning  of  the  fiscal  year  for  four  weeks'  payroll  require- 
ments and  for  each  four  weeks  thereafter. 
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14 
ADVANCE  FUND  (Continued) 
E.    Requests  for  Payroll  Advances  (Continued) 

1.  (Continued) 

(a)  A  Comptroller's  Division  bulletin,  issued  annually,  stipulates 
the  dates  for  filing  payroll  advance  requests  for  each  four 
week  period  during  the  fiscal  year. 

(b)  The  block  headed  "LAST  WEEKLY  PAYROLL  -  01"  must  be  filled  in 
with  the  average  or  last  week  of  the  last  weekly  payroll  under 
Subsidiary  -  01  when  funds  are  being  requested  under  that  account. 

2.  In  determining  the  amounts  to  be  requested  as  advances  under  sub- 
sidiary account  -  02,  Salaries,  Other,  provision  must  be  made  for 
extra  compensation,  e.g.  holiday  pay,  overtime  and  nursing  service 
salary  differential . 

3.  The  block  headed  "Agency  I.D.  Code"  (on  form  CD  5)  must  reflect  code 
046-002-284-424-6  to  indicate  that  the  payroll  advance  request  is  pay- 
able to  the  Department  of  State  Treasurer  (advances).  Room  227  State 
House,  Boston,  Ma.  02133."  Each  such  request  for  advance,  when  war- 
ranted for  payment,  will  be  posted  to  the  credit  of  the  spending  agency 
on  the  State  Treasurer's  records. 

4.  Statements  received  from  the  State  Treasurer,  showing  the  balance  in  a 
Spending  Agency  payroll  advance  account,  must  be  reconciled  to  the  Spend- 
ing Agencies  records  upon  receipt. 

5.  When  a  Request  for  Advance,  for  payroll  purposes,  appears  on  a  Daily 
Statement  of  Transactions  it  will  be  recorded  on  the  receipts  side  of 
the  spending  agency  Cash  Book  as  debit  to  "Cash"  and  a  credit  to  "Pay- 
roll Advances"  and  posted  to  the  General  Ledger  at  the  end  of  the  month, 
The  advance  will  be  recorded  as  an  encumbrance  in  the  applicable  Budge- 
tary Control  Subsidiary  Account. 

F-    Cash  Book  Entries  for  Disbursiments  from  Payroll  Advances 

The  gross  amount  of  the  weekly  payroll  will  be  recorded  on  the  disbursement 
side  of  the  Cash  Book  as  a  debit  to  "Payroll  Advances"  and  a  credit  to  "Cash 
and  posted  to  the  General  Ledger  at  the  end  of  the  month. 

G'    Requests  for  Advances  for  Purposes  Other  Than  Payroll  -  These  requests  will 
vL^m  +   t?  th^  ComPtroller's  Division  at  the  beginning  of  the  fiscal 
year  tor  trave  and  petty  cash  requirements  of  the  first  month  plus  two 
Mjitional  weeks,  and  each  month  thereafter,  for  not  more  than  the  retire- 
ments for  that  particular  month,  nor  in  excess  of  available  funds. 

r-  Purpose  for  Request  -  The  specific  purpose  for  which  an  advance  is  re- 
quested must  be  shown  on  the  body  of  each  "Request  for  Advance"  form. 
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ADVANCE  FUND  (Continued) 
Requests  for  Advances  for  Purposes  Other  Than  Payroll  (Continued) 

2.  Agency  I.D.  Code  -  Spending  agencies  that  are  to  receive  an  advance 
check  from  the  State  Treasurer  will  have  reflected  inthe  block 
"Agency  I.D.  Code"  their  thirteen  digit  vendor  code  consisting  of: 

Nine  -  Digit  pre-printed  F.E.I.  Number  (046002284) 

Three  -  Digit  Agency  Code 

One  -  Digit  "check"  digit 

3.  Centralized  Checking  Account  -  Spending  Agencies  that  are  on  the 
State  Treasurer's  "Centralized  Checking  Account  Service"  will  add 

to  the  preprinted  046002284,  in  the  block  headed  "Agency  I.D.  Code", 
the  applicable  four  digits,  e.g.: 

455-6  State  Treasurer  Advances  -  Expense  Advance 

568-4  State  Treasurer  Advances  -  Trial  Court 

a.  Each  such  request  for  advance,  when  warranted  for  payment,  will 
be  posted  to  the  credit  of  the  Spending  Agency  on  the  records  of 
the  State  Treasurer. 

b.  Statements,  received  from  the  State  Treasurer,  showing  the  balance 
in  an  advance  account,  must  be  reconciled  to  the  Spending  Agency 
records  upon  receipt. 

4.  Advance  for  Out-of-State  Travel  -  If  an  egency  has  sufficient  funds 
on  hand  in  Subsidiary  -  10,  or  for  travel  purposes  if  the  account 
is  "00",  it  is  not  necessary  to  request  a  specific  advance  for  Out- 
of-State  travel.  However,  if  an  advance  is  requested  for  such  pur- 
pose, the  words  "Out-of-State  Travel"  should  be  placed  in  the  body 
of  the  form  and  below  it  the  name(s)  of  traveler(s),  destination 
and  dates  of  trip.  An  approved  "Request  for  Authority  to  Travel 
Outside  the  Commonwealth"  (AF-5)  must  be  on  hand  in  the  Comptroller's 
Division  before  the  Advance  Request  can  be  processed. 

5.  Travel  Expenses  of  Certain  Special  Commissions  and  Committees 
G.L.  (Ter.  Ed.)  C,  3,  S.  32A,  provides  in  part  as  follows: 

"No  special  commission,  no  special  or  standing  committee  of  the 
general  court  or  of  either  branch  thereof,  and  no  sub-committee 
of  any  such  commission  or  committee  shall  travel  either  within 
or  without  the  commonwealth  except  by  a  vote  of  a  majority  of 
the  total  membership  of  such  commission  or  committee,  nor  until 
the  written  approval  of  the  presiding  officers  of  both  branches 
of  the  general  court  or  of  the  presiding  officer  of  the  appro- 
priate branch  has  been  received. 
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14 
ADVANCE  FUND  (Continued) 
G.    Requests  for  Advances  for  Purposes  Other  Than  Payroll  (Continued) 

5.  Travel  Expenses  of  Certain  Special  Commissions  and  Committee  (Continued) 

Such  written  approval  shall  specify  the  purpose  of  the  trip,  the 
places  to  be  visited,  the  time  within  which  such  travel  is  to  be 
completed,  the  maximum  amount  of  money  which  may  be  expended  and 
the  names  of  all  members  or  other  persons  authorized  to  travel. 
The  comptroller  shall  not  advance  any  money  or  reimburse  any 
person  for  such  travel  unless  such  approval  has  been  filed  with 
him  before  such  travel  commences." 

a.  Accordingly,  no  payments  can  be  made  unless  the  authorization 
showing  approval  is  given  prior  to  the  date  of  the  travel. 

6 .  Travel  of  Officers  and  Employees  of  the  Commonwealth,  Out-of -State 
Under  the  heading  "Restrictions  on  Out-of-State  Travel  at  Public 
Expense"  General  Laws  (Ter.  Ed.)  Chapter  30,  Section  25B,  provides 
in  part,  as  follows: 

"No  officer  or  employee  of  the  commonwealth  may  travel  out-of- 
state  at  public  expense  except  in  accordance  with  rules  and 
regulations  established  by  the  commission  of  administration 
for  the  expenditure  of  funds  for  travel  out-of-state  by  employees 
of  the  commonwealth,  and  except  with  the  prior  written  approval 
of  his  appointing  authority,  and  xxxxx  the  prior  written  approval 
of  the  secretary  xxxxxx  notification  of  such  approval  shall  be 
filed  with  the  budget  director  and  the  comptroller." 

Whenever  an  officer  or  employee  of  an  agency  intends  to  travel  out- 
side the  Commonwealth,  a  request  therefor,  form  AF-5,  must  be  ap- 
proved by  the  appropriate  authorities  and  a  copy  of  the  approved 
form  filed  with  the  Comptroller  and  a  copy  filed  with  the  Budget 
Director. 

Except  in  cases  of  emergency,  that  must  be  documented,  no  obligations 
incurred  in  conjunction  with  travel  outside  the  Commonwealth  may  be 
reimbursed  or  paid  from  advance  funds  if  such  obligations  were  incurred 
prior  to  the  date  an  AF-5  was  approved  by  the  appropriate  authorities. 

7-  Expenses  for  Services  Rendered  and  Classified  under  either  Ob.iect  Code 
393  "Purchase  of  Service,  Residential"  or  Object  Code  394  "Purchase^ 
Service,  Non-Residential." 

a.  Payments  for  these  services  may  be  made  from  the  advance  fund  pro- 
vided that  the  following  conditions  are  met: 

(1)  The  payments  are  made  only  to  Chapter  180  Charitable  Cor- 
porations and  the  corporation  received  50%  or  more  of  its 
gross  income  from  the  commonwealth. 
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14 
ADVANCE  FUND  (Continued) 
G.   Requests  for  Advances  for  Purposes  Other  Than  Payroll  (Continued) 
7.  (Continued) 

a.  (Continued) 

(1)  (Continued) 

(a)  Each  Request  for  Advance  form  (CD-5)  shall  contain 
the  following  cerifi cation: 

"I  hereby  certify  that  this  request  meets  the 
conditions  required,  as  set  forth  in  the  Comp- 
troller's Accounting  Manual,  Part  1,  Section  14 
6.7." 

(2)  No  payment  shall  be  made  except  for  services  actually 
rendered  and  documented  by  the  corporation.  The  docu- 
mentation received  by  the  agency  must  be  the  same  that 
would  be  required  for  the  payment  from  non-advance  funds. 

(a)  In  the  case  of  Cost  Reimbursement  Contracts,  this 
shall  mean  that  the  provider  will  submit  to  State 
Agency  invoices  with  paid  vouchers  attached  for 
reimbursement  purposes. 

(b)  In  the  case  of  a  Units  of  Service  Contracts,  this 
shall  mean  that  the  provider  will  submit  to  State 
Agency  vouchers  covering  number  of  units  of  service 
provided,  with  required  supporting  documentation. 

b.  This  section  will  not  be  interpreted  to  rescind  any  provisions 
of  Part  14  Section  N  of  this  manual  except  for  the  amounts 
cited  in  Part  14  Section  N-3. 

c.  Payments  must  be  in  accordance  with  all  Administration  and 
Finance  Regulations. 

H.   Preparation  of  Request  for  Advance  -  Form  CD-5,  Request  for  Advance, 
is  for  the  use  of  spending  agencies  when  requesting  advances.  When 
advances  are  requested  under  Subsidiary  -  01,  the  last  average  weekly 
payroll  under  -  01  will  be  entered  in  the  space  provided. 

1.  Inasmuch  as  the  balances  of  advances  on  the  agency  record  may  differ 
from  the  balance  shown  on  the  Daily  Statement  of  Transactions  in  the 
Advances  column  due  to  retun  of  advance  schedules  in  transit,  etc., 
a  Reconciliation  of  Prior  Advances  has  been  provided  on  the  Request 
for  Advance  in  order  that  there  may  be  sufficient  information  avail- 
able to  determine  the  necessity  for  additional  advances.  This  recon- 
ciliation should  be  completed  in  the  following  manner: 
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14 
ADVANCE  FUND  (Continued) 
H.    Preparation  of  Request  for  Advance  (Continued) 

1.  (Continued) 

RECONCILIATION  OF  PRIOR  ADVANCES 

Balance  Per  Returns  of  Disbursed,  Suspended  Cash  Amount(s) 

Sub.     D.S.T.  Advance  in    not  and/or  Balance  of  this 

Acc't  No.  Date    Amount  Transit  Scheduled  Disallowed  of  Advances  Request 

-01    3/25  $32,000.00  $22,486.50  $2,700.00"  $200.00  $6,613.50  $35,000.6 

-02    3/23   5,000.00  3,212.00  1,250.00     538.00  6,000.00 

$37,000.00  $25,698.50  $3,950.00  $200.00  $7,151.50  $41,OO0.C 

2.  Wherever  applicable,  explanations  should  also  be  given  in  the 
following  cases: 

a.  If  the  balance  on  hand  is  large,  why  is  additional  advance 
needed? 

b.  If  there  have  been  no  expenditures  from  previous  advance,  why 
is  additional  advance  needed? 

3.  The  following  certification  on  a  Request  for  Advance,  Form  CD-5,  must 
be  completed  before  submission  to  the  Comptroller's  Division: 

I  hereby  certify  that  an  Advance  from  the  State 
Treasury  is  needed  for  immediate  use  in  the  total  sum 

of  $ (insert  total),  that  the  custodian  of 

the  Advance,  (name  and  title) 


is  bonded  in  the  amount  of  $ and  that  this 

custodian  has  a  copy  of  the  Accounting  Instructions 
pertaining  to  Advances  and  is  familiar  with  the  pro- 
visions thereof;  that  the  balance  of  prior  advances 
together  with  the  amount  hereby  requested  will  be 
used  during  the  period  ending  . 


(Signed)   Agency  Head  of  Authorized  Agent 

4.  In  the  spaces  provided  in  the  lower  quarter  of  Request  for  Advance, 
Form  CD-5,  will  be  entered  the  amount  of  advance  requested  for  each 
activity  and  subsidiary  account.  No  object  code  designation  is  used 
when  requesting  an  advance. 

Recording  Receipt  of  an  Advance  for  Other  Than  Payroll  -  When  the  State 
Treasurer  check  for  the  advance  is  received  by  the  Spendina  Agency  or, 
for  those  agencies  that  are  on  the  State  Treasurer's  Centralized  Check- 
ing Account  System  (using  Bradford  Trust  Co.  checks),  when  the  advance 
request  appears  on  a  Daily  Statement  of  Transactions,  an  entry  will  be 
made  on  the  receipts  side  of  the  Cash  Book  as  a  debit  to  "Cash"  and  a 
credit  to  "Advances  by  State  Treasury"  and  posted  to  the  General  Ledger 
at  the  end  of  the  month. 
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ADVANCE  FUND  (Continued). 

I.   Recording  Receipt  of  an  Advance  for  Other  Than  Payroll  (Continued) 

The  advance  will  be  posted  as  an  encumbrance  in  the  applicable  Budgetary 
Control  Subsidiary  Account. 

J.   Continuous  Record  of  Advances  by  Activity  Account  and/or  Subsidiary 

Accounts  -  As  an  advance  obtained  for  the  purposes  of  one  activity  account 
or  subsidiary  account  should  not  be  used  for  the  purposes  of  any  other 
activity  account  or  subsidiary  account,  it  is  essential  that  adequate 
records  be  maintained  in  order  that  the  balance  available  for  petty  cash 
disbursements,  in  each  activity  account  and/or  subsidiary  account,  be 
known  at  all  times.  This  record  may  be  maintained  for  each  activity 
account  and/or  subsidiary  account  as  outlined  below: 

Activity  Account  No. 


Receipt    Payments  from    Advances  by 
Date    Paid  to     No.        Advance    State  Treasurer    Balance 

1.  The  above  form  is  self-explanatory.  However,  it  should  be  kept 
absolutely  current  and  consulted  prior  to  taking  any  action  which 
will  result  in  a  petty  cash  payment,  to  determine  that  the  amount 
which  will  be  required  is  available. 

K.   Receipts  for  Petty  Cash  Payments  -  In  making  payments  from  the  advance 
the  spending  agency  should  use  currency  only  in  those  instances  when 
payment  by  check  is  impracticable. 

1.  Standard  Receipts,  Form  CD-23,  obtainable  in  book  form  from  the 
Purchasing  Agent's  Division  Supply  Unit  must  be  prepared  in  duplicate 
when  payment  is  made  in  currency  from  the  Advance.  This  form  should 
show  the  date,  the  name  of  the  spending  agency,  the  activity  account, 
subsidiary  and  object  code,  the  amount  of  the  payment  in  figures  and 
words,  a  description  of  the  articles  received  or  services  rendered 
and  must  be  signed  by  the  payee.  The  original  of  all  receipts  for 
petty  cash  disbursements  must  be  attached  to  a  single  Standard  Invoice, 
CD-12  and  be  submitted  with  the  Return  of  Advance,  Form  CD-21,  when 
accounting  for  petty  cash  payments  from  the  Advance,  ($50.00  or  under) 
and  the  duplicate  copy  retained  by  the  Agency.  When  payment  of  a 
travel  expense  voucher  is  made  from  the  advance,  ,it  must  be  signed  by 
the  person  receiving  the  payment  and  the  date  of  payment  must  be 
entered  in  the  spaces  provided  in  the  Received  Payment  section  and 

the  check  number  shown  on  the  face  of  the  voucher. 

2.  The  vendor's  invoice  may  be  used  in  place  of  Receipt  Form  CD-23, 
provided  it  is  properly  receipted.  The  Activity  Account,  Subsidiary 
Object  Code  and  Amount  of  Expenditure  must  be  shown  on  the  invoice. 

3.  The  check  number  and  the  date  of  payment  must  be  entered  on  the 
vendor's  invoice  when  payment  is  made  by  check. 

4.  Checks  must  always  be  used  when  salaries  and  wages  are  paid  from 
the  advance. 
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ADVANCE  FUND  (Continued) 

L.    Object  Code  -  The  proper  object  code  numbers  must  be  entered  on  docu- 
ments representing  payments  from  the  advance. 


M.    Cash  Book  Entries  for  Disbursements  Other  Than  Payroll  From  the  Advance 
Spending  agencies  may  elect  to  record  the  individual  payments  from  the 
advance  directly  on  the  credit  side  of  the  cash  book  as  a  credit  to  Cash 
and  a  debit  to  Advances  by  State  Treasurer,  or  they  may  elect  to  summa- 
rize the  payments  from  the  advance,  as  recorded  under  the  various  activity 
or  subsidiary  accounts,  as  outlined  under  Section  J  above  and  to  then 
record  the  total  on  the  credit  side  of  the  general  cash  book  as  a  credit 
to  Cash  and  a  debit  to  Advances  by  State  Treasurer. 

N.    Payments  from  the  Advance  -  No  portion  of  the  advance  should  be  made 
available  to  employees  for  out-of-state  travel  under  the  provisions  of 
G.  L.  (Ter.  Ed.)  C.  30,  S  25B,  in  excess  of  the  amount  stated  on  the 
approved  copy  of  Request  for  Authority  to  Travel  Outside  the  Commonwealth 
form  (AF-5). 

1.  No  voucher  covering  expenses  incurred  during  out-of-state  travel 
shall  be  transmitted  to  the  Comptroller's  Division  with  a  Return  of 
Advance,  Form  CD-21,  unless  an  approved  copy  of  Request  for  Authority 
to  Travel  Outside  the  Commonwealth  form  AF-5,  authorizing  such  travel, 
is  on  file  in  the  Comptroller's  Division. 

2.  Whether  or  not  a  payment  is  to  be  made  from  the  advance  depends 
partly  upon  the  nature  of  the  payment  and  partly  upon  its  amount. 
However,  no  payment  should  ever  be  made  from  an  advance  for  an 
item  previously  encumbered. 


3.  Since  a  certain  degree  of  flexibility  is  desired,  no  definite  amount 
will  be  set  as  the  dividing  line.  However,  the  following  should  be 
taken  as  indication  of  policy: 


a.  Petty  Cash  payments  under  $10.00  for  items  not  previously  encumbered 
should  usually  be  made  from  the  advance  where  such  fund  is  available. 

b.  A  Petty  Cash  payment  from  the  advance  of  sums  between  $10.00  and 
$50.00,  if  proper  items  for  payment  and  not  previously  encumbered, 
may  be  allowed  when  the  spending  agency  considers  this  method  of 
payment  more  convenient  or  desirable,  but  this  does  not  authorize 
the  making  of  all  payments  within  this  range  from  the  advance. 

c.  A  Petty  Cash  payment  over  $50.00  should  not  be  made  from  the 
advance  unless  warranted  by  the  special  nature  of  the  item. 

d.  Salaries,  wages,  travel  expense  vouchers  and  refunds  of  income 
may  be  paid  from  the  advance  only  when  prior  approval  has  been 
obtained  from  the  Comptroller. 
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ADVANCE  FUND  (Continued) 
Payments  from  the  Advance  (Continued) 
3.  (Continued) 

e.  Payments  from  the  advance  on  account  of  salaries  and  wages  must 
be  in  accordance  with  the  laws  and  rules,  instructions  and  rates 
of  the  Division  of  Personnel  Administration,  and  the  Comptroller's 
Division. 

f.  Payments  from  the  advance  on  account  of  travel  must  be  in  accord- 
ance with  the  laws  and  rules,  instructions  and  rates  pertaining 
to  travel  issued  by  the  Personnel  Administrator. 

g.  The  Purchasing  Agent's  Division  Supply  Unit  invoices  must  never 
be  paid  from  the  advance. 

h.  The  advance  must  not  be  used  under  any  circumstances  for  the 
purpose  of  cashing  any  checks. 

i.  No  claim  against  the  Commonwealth  (Spending  Agencies)  which  has 
not  been  paid  because  of  insufficient  funds  shall  be  paid  from 
an  advance,  nor  shall  a  temporary  loan  or  advance  on  such  claim 
be  made  from  the  advance  pending  legislative  action  thereon. 

j.  Those  who  make  payments  from  an  advance  are  reminded  of  their 
responsibility  to  pay  only  such  items  as  will  subsequently  be 
passed  by  the  Comptroller.  In  cases  of  doubt,  it  is  better  to 
review  the  doubtful  item  with  the  Comptroller's  Division  before 
payment  than  to  run  a  risk  of  having  the  item  disallowed  and 
charged  back  to  the  person  making  the  payment. 

k.  The  custodian  of  the  advance  must  be  bonded  in  a  sufficient 
amount  to  cover  the  funds  advanced  unless  special  exemption, 
in  writing,  has  been  granted  by  the  Comptroller. 

1.  Prior  year  liabilities  must  not  be  paid  from  an  advance. 

m.  One  Standard  Invoice  may  be  prepared  to  summarized  small  payments 
from  the  advance  (payments  up  to  and  including  $50.00).  The 
agency's  I.D.  code  (thirteen  digits)  should  be  entered  as  the 
Vendor's  Code  number.  In  the  Description  Column  should  be  entered 
descriptive  wording,  such  as  "Summarization  of  petty  cash  payments 
from  the  advance  as  per  the  attached  receipts."  The  total  of  all 
the  receipts  should  be  entered  in  the  "Amount"  column  and  carried 
to  the  "Total"  and  "Net  Amount"  space.  The  information  at  the 
bottom  of  the  Standar  Invoice  must  be  completed,  such  as,  activity 
accounts  to  be  charged,  etc.,  including  the  "Liquidation  Amount" 
which  should  be  the  same  total  as  the  Expenditure  Amount.  On 
each  individual  receipt  must  be  listed  the  Activity  Account, 
Subsidiary,  Object  Code,  and  Expenditure  Amount. 
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ADVANCE  FUND  (Continued) 

M.    Payments  from  the  Advance  (Continued) 

3.  (Continued) 

n.  An  advance  obtained  in  the  current  fiscal  year  may  not  be  used 
to  return  either  in  whole  or  in  part  an  advance  of  a  prior 
fiscal  year. 

o.  A  separate  standard  invoice  should  be  prepared  for  individual 
payments  from  advances  in  excess  of  $50.00  and  submitted  with  a 
Return  of  Advance,  Form  CD-21.  The  standard  invoice  must  list 
the  name  of  the  payee  and  the  correct  Vendor  Code  for  the  payee 
and  not  the  name  and  Vendor  Code  of  the  spending  agency. 

0.    Return  of  Advance  Form  (CD-21,  CD-21A)  -  The  law  requires  that  a  return 
of  advance  form  must  be  filed  with  the  Comptroller's  Division  within  30 
days  after  receipt  of  the  advance,  showing  amounts  expended  since  the 
last  accounting.  Spending  agencies  which  made  expenditures  during  the 
month  are  required  to  submit  such  expenditure  at  the  end  of  each  month, 
or  oftener  if  desired,  on  a  Return  of  Advance,  Form  CD-21.  If  there 
have  been  no  expenditures  during  the  month,  no  Return  of  Advance  need  be 
submitted.  All  payments  made  during  the  month  should  be  accounted  for  at 
the  end  of  that  month  and  not  accumulated  over  a  longer  period  of  time. 

1.  Documents  representing  payments  from  the  advance  should  be  segregated 
into  four  groups,  namely: 

Payrolls 

Travel  Expense  Vouchers 

Standard  Invoices 

Special  Form  (Comptroller's  Approval  Required) 

a.  Each  group  must  be  entered  on  a  separate  return  of  advance  form. 
This  form  must  be  the  first  documents,  that  is,  on  top  of  the 
documents  submitted  with  it,  to  the  Comptroller's  Divison.  Form 
CD-21A  will  be  used  for  payroll  returns,  Form  CD-21  for  travel 
and  other  returns.  Supporting  detail  may  be  attached  to  Standard 
Invoices  or  Travel  Vouchers. 

Subject  to  prior  approval  by  the  Comptroller  a  special  form,  in 
lieu  of  a  standard  invoice,  may  be  used  for  listing  payments  from 
an  advance.  The  type  of  payment  must  be  repetitive,  voluminous, 
and  require  no  supporting  documents,  e.g.,  work  study  programs  at 
educational  institutions  and  overtime  meals.  The  following  data 
would  have  to  appear  on  the  special  form: 
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ADVANCE  FUND  (Continued) 
0.   Return  of  Advance  Form  (CD-21,  CD-21A)  (Continued) 

2.  (Continued) 

Spending  Agency  Name 

Agency  Voucher  Number 

Name  of  Payees 

Vendor's  Code 

File  Designator  (#1  -  Non-State  Employee, 

#2  -  State  Employee) 

Activity  Account,  Subsidiary  and  Object  Code 

Expenditure  Amount 

Liquidation  Amount 

a.  Additional  essential  data  may  be  required,  e.g.,  check  number, 
hours  worked,  rate  of  pay,  etc. 

b.  State  employees  and  non-state  employees  must  not  appear  on  the 
same  document. 

c.  No  Standard  Invoice  form  is  necessary  if  the  Comptroller  author- 
izes the  use  of  a  special  form.  The  special  form  will  be  attached 
to  a  Return  of  Advance  form  (CD-21). 

3.  In  addition  to  the  four  main  groups  of  vouchers  listed  above,  a 
separate  return  of  advance  must  be  used  for  reporting  the  resubmission 
of  suspended  items. 

4.  Vouchers  representing  payments  from  an  advance  will  be  grouped  in 
accordance  with  the  month  in  which  they  were  recorded  on  the  spending 
agency's  records  and  will  be  submitted  monthly  to  the  Comptroller's 
Division  on  return  of  advance  forms.  Vouchers  representing  payments 
from  the  current  year's  advance  should  include  only  those  items  which 
were  incurred  on  or  before  the  last  day  of  the  current  fiscal  year. 

5.  Suspended  items  pertaining  to  a  prior  fiscal  year  must  be  resubmitted 

on  a  separate  return  of  advance  form  plainly  marked  19 ADVANCES 

UNACCOUNTED  FOR. 

6.  The  return  of  advance  form  should  be  prepared  in  duplicate.  The 
original  must  be  sent  to  the  Comptroller's  Division  and  the  duplicate 
retained. 


14-11 


14 
ADVANCE  FUND  (Continued) 
0.    Return  of  Advance  Form  (CD-21,  CD-21A)  (Continued) 

7.  In  the  heading  of  the  return  of  advance  form  (CD-21)  will  be  entered 
the  name  of  the  spending  agency  and  the  total  amount  of  the  attached 
vouchers. 

8.  In  the  body  of  the  form  the  required  information  will  be  entered  in 
the  spaces  provided.  The  Summary  Statement  for  Form  CD-21  will  in- 
clude all  advance  funds  except  those  for  payroll  purposes.  Form 
CD-21A  will  include  all  payroll  advance  funds.  Each  Summary  Statement 
will  be  prepared  precisely  as  outlined  in  the  "Manual  of  Procedures 
for  Encumbrance  -  Expenditure  Forms  Preparation". 

9.  On  the  Return  of  Advance,  Form  CD-21,  below  the  wording  "All  vouchers 
attached  hereto  must  contain  type  code  number  622"  must  be  listed  a 
summary  of  the  charges  and  liquidations  listed  on  the  attached  docu- 
ments by  the  eight  digit  activity  numbers,  subsidiary  accounts  (if 
none,  list  "00"),  object  codes  and  amounts  as  well  as  the  grand 
total  of  these  charges  and  liquidations.  The  total  charges,  total 
liquidations,  and  the  amount  shown  on  the  line  "Less  Attached 
Vouchers  for  Month  of 19 "  must  all  be  in  agreement. 

10.  The  return  of  advance  form  must  be  signed  by  the  custodian  of  the 
advance  fund  or  the  treasurer  of  the  institution  and  be  approved 
by  the  institution  or  division  head  and  the  department  head  or 
legally  authorized  agent. 

11.  Vouchers  representing  payments  from  the  current  year  advance  should 
be  entered  on  the  spending  agency  records  before  being  submitted  to 
the  Comptroller's  Division.  After  the  return  of  advance  form  has 
been  prepared,  it  will  be  recorded  in  total  in  the  summary  section 
of  the  budgetary  control  register.  The  total  affecting  each  sub- 
sidiary account  will  be  recorded  in  black  ink  in  the  Payments  column, 
and  in  red  ink  in  the  Advances  column  in  the  subsidiary  section  of 
the  budgetary  control  register. 

12.  If  it  is  found  necessary  near  the  close  of  the  fiscal  year  to 
encumber  funds  to  cover  current  charges  such  as  personal  services, 
travel,  etc.,  and  there  is  an  insufficient  unencumbered  allotment 
balance  to  permit  such  encumbrances,  funds  may  be  made  available, 
provided  there  are  cash  balances  of  advances  in  those  subsidiary 
accounts  against  which  it  is  desired  to  place  encumbrances,  by 
transmitting  a  repayment  of  advance  to  the  State  Treasury.  This 
situation  should  be  anticipated  and  the  remittance  made  as  soon  as 
possible  so  that  there  will  be  a  sufficient  unencumbered  allotment 
balance  when  the  encumbrances  are  recorded  by  the  Comptroller's 
Division. 
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ADVANCE  FUND  (Continued) 
0.   Return  of  Advance  Form  (CD-21,  CD-21A)  (Continued) 

13.  A  refund  of  a  payment  made  from  an  advance  will  be  submitted  on  a 
Receipts  Voucher,  Form  CD-29,  or  Payroll  Refund  Receipts  Voucher, 
Form  CD-29A,  as  a  Current  Year  Refund  unless  the  refund  relates  to 
a  prior  fiscal  year  expenditure  in  an  account  that  had  expired,  in 
which  case  it  will  be  submitted,  to  the  State  Treasurer  as  a  credit 
to  the  spending  agency's  "Miscellaneous  Income"  account. 

a.  In  no  instance  will  a  refund  of  a  payment  made  from  an  advance 
be  returned  to  the  spending  agency's  "Advances  from  State  Treas- 
urer" account  if  the  agency  has  submitted  the  original  payment 
on  a  Return  of  Advance  as  this  will  result  in  a  different  balance 
of  advance  funds  between  the  records  of  the  agency  and  those  of 
the  Comptroller's  Division. 

14.  In  every   case  possible,  advances  should  be  requested  under  the  activ- 
ity accounts  where  the  funds  will  be  used.  However,  in  those  cases 
where  advance  funds  are  requested  under  one  activity  account  but  ex- 
pended under  other  activity  accounts,  the  liquidation  should  be  shown 
first  and  the  activity  accounts  to  be  charged  should  follow.  The 
following  is  an  example  of  the  manner  in  which  this  should  be  shown 
in  the  summary  of  charges  on  the  Return  of  Advance  itself  as  called 
for  in  paragraph  0.  9.  above: 

Object  Expenditure  Liquidation 
Activjty    Subsidiary     Code    Amount      Amount 
1103-1221      -10  68.72 

1103-1121      -10         451     65.60 
1103-1121      -10         454      3.12 

68.72 

15.  If  there  is  more  than  one  travel  expense  voucher  associated  with  a 
given  Out-of-State  authorization,  the  agency  should  relate  these 
vouchers  to  the  authorization  by  placing  at  the  top  of  each  travel 
expense  voucher,  in  the  middle  of  the  form,  the  necessary  reference 
such  as  the  following: 

Out  of  State  Approval  dated  12/13/72  for  $300.00.  See  Vouchers 
004,  005,  and  006. 

16.  On  Payroll  Returns  of  Advance,  Form  CD-21A,  all  activity  accounts 
which  represent  employee  assignments  must  be  reported.  Charges  to 
the  various  accounts  in  accordance  with  these  employee  assignments 
should  be  listed  by  Activity,  Subsidiary,  Object  Code  and  Expendi- 
ture Amount  followed  by  a  grand  total  of  the  charges. 

17.  Providing  Document  Support  for  the  Return  of  Advance  Form  in  Special 
Cases  -  A  special  form,  as  indicated  in  item  0.  2  above,  had  been 
designed  as  a  method  of  listing  payments  and  payees  where  a  volume 
of  repetitive  payments  are  involved  and  which  require  no  supporting 
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ADVANCE  FUND  (Continued) 
0.    Return  of  Advance  Form  (CD-21,  CD-21A)  (Continued) 
17.  (Continued) 

documents;  i.e.  work  study  programs  at  various  educational  institu- 
tions and  overtime  meal  payments  from  advances  where  the  volume  is 
such  as  to  make  impractical  the  preparation  of  individual  Standard 
Invoices.  For  these  two  types  of  payments  no  approval  from  the 
Comptroller's  Division  is  needed  for  its  use.  However,  in  other 
cases  where  the  circumstances  are  similar  or  where  the  form  would 
appear  to  lend  itself  to  use  by  an  agency,  a  letter  should  be  sub- 
mitted to  the  Comptroller's  Division  asking  for  approval  in  specific 
instances  and  enclosing  a  copy  showing  examples  of  its  proposed  use. 

P.    Repayment  of  Advances  -  The  actual  repayment' of  the  cash  balances  of 
advances  will  be  made  to  the  State  Treasurer  on  or  before  those  dates 
designated  annually  in  the  letter  issued  by  the  Comptroller's  Division 
under  the  subject  heading  "Closing  of  the  Books",  regardless  of  whether 
the  accounts  involved  expire  on  June  30th  or  are  in  the  nature  of  con- 
tinuing accounts,  e.g.,  appropriations,  federal  grants,  trusts,  bond 
funds,  etc.  No_  advance  funds  may  be  carried  forward  to  the  next  fiscal 
year. 

1.  Under  no  circumstances  will  any  part  of  an  advance  for  a  current 
fiscal  year  be  used  as  a  return  of  advance  for  a  prior  fiscal  year 
or  to  pay  prior  year  liabilities. 

2.  The  cash  balance  of  advance  must  be  returned  to  the  State  Treasurer 
accompanied  by  two  copies  of  the  receipts  voucher,  CD-29.  In  those 
cases  where  bills  and/or  coins  are  included  in  the  amount  being 
returned,  the  state  agency  copy  must  accompany  the  remittance  and 
will  be  time-stamped  by  the  Treasury  Department  to  show  the  date 
and  time  of  its  receipt. 

3.  The  "Current  Year  Refund  (except  payroll)"  section  of  the  receipts 
voucher  will  be  prepared  and  designated  as  a  Cash  Repayment  of  Ad- 
vance and  will  be  entered  in  red  ink  as  a  liquidation  in  the  "Ad- 
vances" column  in  the  budgetary  control  register  subsidiary  account. 
The  activity  account  numbers  shown  in  the  body  of  the  receipts 
voucher  will  be  the  same  as  those  entered  on  the  Request  for  Advance, 
On  the  line  "Receipt  Account  No."  will  be  entered  the  applicable 
receipt  account  number  for  Repayment  of  Advances,  e.g.,  in  the 
General  Fund  2485-93-03-13.  No  object  code  designation  need  be 
shown  on  the  receipts  voucher  covering  cash  repayments  of  advances 
that  had  been  received  in  the  current  fiscal  year.  Object  code 

815  will  be  used  on  a  receipt  voucher  covering  cash  repayment  of 
advances  that  had  been  received  in  a  prior  fiscal  year  and  was 
charged  to  a  "continuing"  account. 

4.  When  the  cash  balance  of  payroll  advances  of  a  spending  agency  is 
returned  to  the  State  Treasury,  it  will  be  entered  on  the  credit 
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ADVANCE  FUND  (Continued) 
P.        Repayment  of  Advances   (Continued) 

4.  (Continued) 

side  of  the  cash  book  as  a  credit  to  Cash  and  a  debit  to  Payroll 
Advances. 

When  the  cash  balances  of  advances  (other  than  payroll)  are  returned 
to  the  State  Treasury  they  will  be  entered  on  the  credit  side  of  the 
cash  book  as  a  credit  to  Cash  and  a  debit  to  Advances  by  State  Treas- 
urer. 

Postings  will  be  made  from  the  cash  book  to  the  general  ledger  at 
the  end  of  the  month. 

5.  If  repayment  of  the  cash  balance  of  an  advance,  charge  to  a  regular 
maintenance  appropriation  account,  is  made  after  the  date  designated 
annually  for  closing  by  the  Comptroller's  Division,  the  upper  section 
of  the  receipts  voucher  must  be  used  and  clearly  marked  "Repayment  of 

19 Advances  Unaccounted  For".  The  receipt  account  number  to  be 

credited  is  the  agency's  Miscellaneous  Income  account.  An  entry  will 
be  made  on  the  disbursements  side  of  the  cash  book  as  a  debit  to  "Pay- 
roll Advances",  and/or  "Advances  by  State  Treasurer"  (advances  other 
than  payroll)  and  a  credit  to  "Cash". 

A  journal  entry  will  be  prepared  to  credit  Miscellaneous  Income  for 
the  amount  of  the  repayment,  as  follows: 

Debit:  Accounts  Receivable 

Debit:  Funds  Transferred  to  State  Treasurer 

Credit:  Accounts  Receivable 

Credit:  Income 

6.  If  repayment  of  the  cash  balance  of  an  advance  is  made  after  the  date 
designated  annually  for  the  closing  of  the  State  Treasurer's  Cash  Book 
and  the  advance  was  originally  charged  to  an  account  which  has  been 
continued  to  the  current  fiscal  year,  the  entry  on  the  disbursements 
side  of  the  Cash  Book  will  be  the  same  as  noted  above.  Entries  will 
also  be  made  in  red  ink  in  the  proper  column  of  the  budgetary  control 
register  summary  account  and  in  the  Payments  column  of  the  budgetary 
control  register  subsidiary  account.  The  Receipt  Voucher  should  be 

plainly  marked  "Repayment  of  19 Advances  Unaccounted  For"  and  the 

section  of  the  Receipts  Voucher  marked  "Current  Year  Refunds  (except 
payroll)"  used  for  reporting  the  repayment  of  the  prior  fiscal  year 
advance.  Object  Code  815  will  be  used  when  making  repayment  of  the 
advance. 

A  journal  entry  will  be  prepared  for  posting  to  the  general  ledger 
as  a  debit  and  as  a  credit  to  "Current  Year  Refund". 
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14 
ADVANCE  FUND  (Continued) 
P.    Repayment  of  Advances  (Continued) 

7.  The  Comptroller's  Division  will  prepare  and  transmit  a  monthly  statement 
of  19_  Advances  Unaccounted  For,  Form  CD  95,  to  each  spending  agency 
having  prior  year(s)  Advances  Unaccounted  For  until  such  time  as  the 
outstanding  balance  of  prior  year(s)  advances  have  been  accounted  for  on 
the  Comptroller's  records. 

Q.    Responsibility  of  Custodian  of  Advances  -  The  employees  designated  as  custo- 
dians of  the  advance  will  be  held  strictly  accountable  for  it.  They  are 
responsible  for  the  proper  administration  of  such  fund  and  will  be  personally 
liable  for  any  shortage.  Great  care  should  be  exercised  in  making  payments 
from  the  advance.  In  the  event  of  the  subsequent  disallowance  by  the  Comp- 
troller of  any  item,  a  shortage  would  result.  Only  by  the  exercise  of  dis- 
cretion on  the  part  of  the  custodian,  in  conformity  with  prescribed  regula- 
tions, is  it  possible  to  maintain  proper  control  of  the  advance. 

1.  An  advance  request  must  not  be  greater  than  needed  for  immediate  use. 

2.  The  use  of  spending  agency  income  receipts  in  lieu  of  an  advance  is 
prohibited. 

3.  Advance  checks,  received  by  spending  agencies  from  the  State  Treasurer 
under  General  Law  (Ter.  Ed.)  C.  29,  S.  23,  S.  24  and  S.  25  will  be  de- 
posited in  only  those  banks  which  have  been  approved  for  deposit  by  the 
State  Treasurer.  All  deposits  must  be  made  in  the  name  of  the  spending 
agency. 

4.  Charges  by  banks  for  checks,  check  books,  printing  of  checks  or  other 
so-called  service  charges  will  not  be  paid  by  the  Commonwealth.  If 
an  agency  orders  checks  to  be  printed  by  an  outside  firm  and  their 
bank  agrees  to  pay  for  them  ,  the  bill  should  be  sent  to  the  bank  to 
be  paid  by  them  rather  than  having  the  bank  reimburse  the  agency  in 
the  amount  of  the  bill. 

5.  In  case  of  a  cash  shortage  caused  by  a  suspected  theft,  embezzlement, 
fraud  or  other  unusual  circumstance  a  complete  accounting  will  be  made 
by  means  of  an  audit,  requested  of  the  State  Auditor,  of  advance  funds, 
as  well  as  other  funds,  for  which  the  custodian  of  the  advance  is 
responsible  at  the  time. 

6.  When  a  person  terminates  as  custodian  of  funds,  an  accounting  will  be 
made  of  advance  funds,  as  well  as  other  funds,  for  which  the  custodian 
is  responsible  at  the  time. 

(a)  The  accounting  may  be  made  by  the  spending  agency  or  by  an  adminis- 
trative agency  under  which  the  spending  agency  operates. 

(b)  A  statement,  resulting  from  the  accounting,  will  be  signed  by  the 
person  terminating  service  as  custodian  and  by  the  new  custodian. 
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ADVANCE  FUND  (Continued) 

q.   Responsibility  of  Custodian  of  Advances  (Continued) 

6.  (Continued) 

(b)  (Continued) 

Termination  caused  by  death  will  require  the  head  of  the  spending 
agency  and  the  new  custodian  to  sign  the  statement  after  account- 
ability has  been  determined.  Statements  must  be  retained  until 
the  next  regularly  scheduled  audit  has  been  conducted  by  the  Depart- 
ment of  the  State  Auditor. 

R.  Suspensions  and  Disallowances  -  In  the  case  of  payroll  items  the  Comptrol- 
ler's Division  will  notify  the  spending  agency  of  the  items  suspended  and 
the  reason  therefor.  When  the  suspended  items  meet  the  necessary  require- 
ments for  approval,  they  should  be  resubmitted  on  a  separate  return  of  ad- 
vance, accompanied  by  one  copy  of  the  payroll,  to  the  Comptroller's  Divis- 
ion. 

1.  Where  a  payroll  suspension  has  been  necessitated  because  of  insufficient 
advance  in  an  activity  and/or  subsidiary  account,  the  Comptroller's 
letter  notifying  the  spending  agency  of  such  suspension  will  state  the 
account  number,  amount  suspended,  the  reason  for  such  suspension  and 

the  object  code  from  which  such  suspended  amount  has  been  deducted. 

2.  When  an  additional  advance  has  been  requested  and  obtained,  the  spending 
agency  will  submit  a  separate  return  of  advance  for  the  amount  of  the 
suspension,  one  copy  of  the  payroll  for  the  amount  of  the  suspension, 
and  a  copy  of  the  Comptroller's  letter  which  should  bear  a  certification 
that  the  advance  is  now  available. 

3.  In  cases  where  vouchers  other  than  for  payroll  items  have  been  suspended 
by  the  Comptroller's  Division,  the  spending  agency  must  resubmit  the 
the  suspended  vouchers  on  a  separate  return  of  advance  form  when  they 
have  met  the  necessary  requirements  for  approval. 

4.  In  those  instances  where  vouchers  are  disallowed  by  the  Comptroller's 
Division,  it  will  be  necessary  for  the  custodian  of  the  advance  to 
recover  such  amounts  from  the  person(s)  to  whom  payment(s)  had  been 
made. 

(a)  Two  accounts  have  been  authorized  for  use  in  the  general  ledger 
of  the  Spending  Agency  to  record  items  paid  from  advance  funds 
that  have  been  either  suspended  or  disallowed  by  the  Comptroller's 
Division.  The  following  journal  entry  will  be  made,  to  record 
these  items,  and  posted  to  the  general  ledger.  No  other  books  or 
records  will  be  effected: 

DR.  Suspended  and/or  Disallowed  19 advances 

CR.  Suspense  19 advances 
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ADVANCE  FUND  (Continue) 
R.    Suspensions  and  Disallowances  (Continued) 

4.  (Continued) 

(b)  When  necessary  requirements  have  been  met,  and  suspended  vouchers 
resubmitted  to  the  Comptroller's  Division  for  processing,  the 
above  entry  will  be  reversed  in  the  amount  of  vouchers  resubmitted. 

5.  In  cases  where  a  cash  advance  payment  applicable  to  a  disallowed  voucher 
(except  payroll)  of  the  current  fiscal  year  has  been  recovered,  the 
amount  will  be  entered  in  the  budgetary  control  register  as  an  increase 
(in  black)  in  the  Advances  column  and  a  decrease  (in  red)  in  the 
Payments  column.  The  amount  will  also  be  entered  on  the  debit  side 

of  the  Cash  Book  as  a  debit  to  Cash  and  a  credit  to  Advances  by  State 
Treasurer.  The  amount  will  then  be  added  to  the  Advance  Fund  by  the 
spending  agency  or,  for  agencies  that  are  on  the  State  "reasurers 
Centralized  Checking  Account  Service,  by  the  State  Treasurer.  The 
journal  entry  shown  above  (4.  (a))  will  be  reversed  in  the  amount  of 
the  recovered  item. 

6.  In  cases  where  a  cash  advance  payment,  applicable  to  a  disallowed 
voucher  (except  payroll)  of  a  previous  fiscal  year,  has  been  recovered, 
the  amount  will  be  entered  on  the  receipts  side  of  the  Cash  Book  as  a 
debit  to  Cash  and  a  credit  to  Institution  or  Departmental  Income.  In 
the  explanation  column  of  the  Cash  Book  will  be  entered  the  name  of 
the  person  from  whom  the  money  was  recovered  and  followed  by  a  nota- 
tion -  (Ref.  Pr.  Yr.).  Recovered  items  of  previous  year  advances 
must  be  submitted  to  the  State  Treasurer  on  separate  receipts  vouchers 

plainly  marked  REPAYMENT  OF  19 ADVANCES  UNACCOUNTED  FOR.  An  entry 

will  be  made  on  the  credit  side  of  the  Cash  Book  as  a  debit  to  Funds 
Transfered  to  State  Treasurer  and  a  credit  to  Cash.  The  journal 
entry  shown  above  (4.  (a))  will  be  reversed  in  the  amount  of  the  re- 
covered item. 

7.  If,  however,  the  advance  was  originally  charged  to  an  account  which 
has  been  continued  to  the  current  fiscal  year,  the  amount  will  be 
entered  on  the  receipts  side  of  the  Cash  Book  as  a  debit  to  Cash  and 
a  credit  to  Refunds  Current  Year.  When  the  amount  is  paid  into  the 
State  Treasury  on  a  receipts  voucher,  it  will  be  plainly  marked 

REPAYMENT  OF  19 ADVANCES  UNACCOUNTED  FOR  and  will  be  submitted  as 

a  Refund  Current  Year.  An  entry  will  be  made  on  the  disbursements 
side  of  the  Cash  Book  as  debit  to  Refunds  Current  Year  and  a  credit 
to  Cash.  Entries  will  also  be  made  in  red  ink  in  the  proper  column 
of  the  budgetary  control  register  summary  account  and  in  the  Payments 
column  of  the  budgetary  control  register  subsidiary  account. 

S.    Transfers  -  When  an  agency  has  submitted  a  Return  of  Advance  and  it  be- 
comes necessary  for  the  agency  to  request  the  Comptroller's  Division  to 
transfer  payments  between  activity  and/or  subsidiary  accounts  as  a  cor- 
rection of  the  Return  of  Advance,  the  Comptroller's  Division  will  process 
this  as  a  correction  of  the  Return  of  Advance  provided  there  is  a 

14-18 


14 
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Transfers  (Continued) 

sufficient  balance  of  advance  funds  in  the  activity  and/or  subsidiary 
account  to  which  the  payment  is  to  be  transfered.  This  will  effect  an 
increase  in  advances  and  a  decrease  in  payments  in  the  activity  and/or 
subsidiary  account  from  which  the  payment  is  being  transferred  and  a 
decrease  in  advances  and  an  increase  in  payments  in  the  activity  and/or 
subsidiary  account  to  which  the  payment  is  being  transferred.  This  does 
not  contravene  the  provision  that  an  advance  obtained  for  the  purpose  of 
one  account  or  subsidiary  account  must  not  be  used  for  the  purpose  of 
any  other  account  or  subsidiary  account. 

Check  List  for  Return  of  Advance,  Form  CD-21  (Rev.)-(Standard  Invoice  or 
Travel  Expense  Vouchers)  -Pages  224-236  of  the  Manual  of  Procedures  for 
Encumbrance-Expenditure  Forms  Preparation  give  a  detailed  explanation  as 
to  the  preparation  of  Return  of  Advance,  Form  CD-21  (Rev.)  and  the 
accompanying  documents,  either  Standard  Invoice  or  Travel  Expense  Vouchers 
and  should  be  consulted  when  preparing  this  form.  The  following  is  a 
summary  in  abbreviated  form  of  some  of  the  important  items  listed  in  that 
manual : 

1.  This  form  is  to  be  used  for  submitting  to  the  Comptroller's  Division 
those  Standard  Invoices  or  Travel  Expense  Vouchers  which  have  been 
paid  from  an  Advance.  Standard  Invoices  and  Travel  Expense  Vouchers 
cannot  be  included  on  the  same  Return  of  Advance.  Two  or  more  Standard 
Invoices  cannot  be  combined,  nor  may  more  than  25  vouchers  be  submitted 
with  a  Return  of  Advance.  Neither  may  non-employee  vouchers  be  included 
with  those  of  state  employees. 

2.  Insert  State  agency  Name  in  full.  Do  not  abreviate  and  do  not  add 
account  title. 

3.  Enter  total  of  attached  vouchers  in  block  with  dollar  sign  in  certifi- 
cation. Only  one  total  should  be  shown,  as  liquidations  and  payments 
must  be  identical . 

4.  There  must  be  a  signature  in  the  "Head  of  Department"  or  "Authorized 
Agent"  space. 

5.  The  Summary  Statement  must  be  filled  in. 

6.  Vouchers  attached  must  be  in  consecutive  agency  voucher  code  number 
order. 

7.  No  letters  may  be  added  to  an  agency  voucher  code  number. 

8.  Only  one  Julian  date  may  appear  on  documents  accompanying  a  Return 
of  Advance,  Form  CD-21. 

9.  A  Vendor  Code  number  or  a  Social  Security  number  must  be  show  on 
each  document  accompanying  the  Return  of  Advance. 
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ADVANCE  FUND  (Continued) 

T.    Check  List  for  Return  of  Advance,  Form  CD-21  (Rev. )- (Standard  Invoice  or 
Travel  Expense  Vouchers)  (Continued) 

9.   (Continued) 

The  Vendor  Code  on  a  Standard  Invoice  is  thirteen  digits  or  characters. 
The  Social  Security  number  of  a  non-employee  on  a  Standard  Invoice 
must  be  nine  digits  followed  by  the  first  four  letters  of  the  last 
name.  If  a  state  employee,  the  Social  Security  number  will  be  nine 
digits  but  the  File  designator  "1"  must  be  changed  to  a  "2"  on  the 
Standard  Invoice.  If  a  Travel  Expense  Voucher,  the  Social  Security 
number  of  state  employee  must  be  nine  digits  only.  If  a  non-employee, 
it  must  be  nine  digits  followed  by  the  first  four  letters  of  the  last 
name  and  the  File  designator  "2"  must  be  changed  to  a  "1".  A  Form 
CD-45  (Vendor  File  Maintenance)  must  be  submitted  if  a  vendor  is  not 
in  the  Master  Vendor  File. 

10.  Receipted  invoices  or  firm  invoices  with  check  numbers  thereon  must 
be  attached  to  the  Standard  Invoice  of  Travel  Expense  Vouchers  which 
in  turn  must  be  properly  filled  in.  Supporting  detail  may  be  attached 
to  Standard  Invoice  or  Travel  Expense  Vouchers  but  the  detail  cannot 
be  attached  to  the  Return  of  Advance  alone. 

11.  The  encumbrance  document  number  space  should  be  left  blank  on  the 
Standard  Invoice  or  Travel  Expense  Voucher  accompanying  the  Return  of 
Advance. 

12.  A  liquidation  amount  must  appear  on  each  Standard  Invoice  or  Travel 
Expense  Voucher,  accompanying  the  return,  equal  to  the  payment. 
However,  no  encumbrance  document  number  must  appear  on  them.  A 
liquidation  of  an  advance  may  appear  against  one  activity  account 
(acitivity  account  under  which  advance  was  received)  while  the  pay- 
ments may  appear  against  it  and  other  activity  accounts  provided  they 
are  all  under  the  same  appropriation  account. 

13.  All  accompanying  documents  to  the  Return  of  Advance  must  indicate  type 
Code  622. 

14.  A  check  number  or  traveler's  signature  must  appear  on  each  accompany- 
ing Travel  Expense  Voucher. 

15.  Traveler  must  sign  certification  in  lower  left  corner  of  each  accom- 
panying Travel  Expense  Voucher. 

16.  Space  in  lower  right  corner  of  Travel  Expense  Voucher  is  for  the  use 
of  the  spending  agency. 

17.  Acitivity  Account  numbers  only  may  be  used. 

18.  On  the  Return  of  Advance,  CD-21,  itself  below  the  wording  "All  vouchers 
attached  hereto  must  contain  type  code  number  622"  must  be  listed  a 
summary  of  the  charges  listed  on  the  attached  documents  by  activity 
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ADVANCE  FUND  (Continued) 

T.   Check  List  for  Return  of  Advance,  Form  CD-21  (Rev.)-(Standard  Invoice  or 
Travel  Expense  Vouchers)  (Continued 

18.  (Continued) 

account,  subsidiary  account  (if  none  list  "00"),  object  code  and 
expenditures  and  liquidations  as  well  as  the  grand  total  of  these 
charges  which  must  agree  with  the  total  on  the  line  "Less  Attached 

Vouchers  for  Month  of  19 "  Format  for  the  summary  of 

charges  should  reflect  the  following: 

Activity    Subsidiary    Object    Expenditures    Liquidations 
Account     Account        Code 

U.   Check  List  for  Request  for  Advance,  Form  CD-5  (Rev.)  -  This  form  is  used 
by  a  spending  agency  to  request  an  advance  of  funds  for  payroll,  Type 
code  610,  travel,  Type  Code  611,  postage  and  other  operating  expenses, 
Type  612.  No  advance  of  funds  may  be  made  on  one  request  for  more  than 
one  type  of  advance.  Advances  should  be  requested  under  the  activity 
accounts  where  the  funds  will  be  used. 

1.  Form  must  have  an  agency  voucher  code  number  (agency  code,  Julian 
date,  and  agency  voucher  number,  nine  digits  in  all). 

2.  Agency  I.D.  Code  -  To  the  preprinted  Commonwealth  Federal  Employer 
Identification  (FEI)  number  should  be  added  the  applicable  three 
digit  code  and  the  proper  check  code  numbe".  (one  digit) 

3.  In  the,  block  "Last  Weekly  Payroll  -  01"  should  be  entered  the  amount 
in  dollars  of  the  average  or  last  week  of  the  last  weekly  payroll 
under  subsidiary  -  01  only  when  funds  are  being  requested  under  this 
account. 

4.  In  the  "Reconciliation  of  Prior  Advances"  space  there  are  eight  columns 

a.  In  the  first  column  headed  "Subsidiary  Account  Number"  enter  the 
subsidiary  account(s)  under  which  the  advance(s)  are  being  reques- 
ted. If  there  are  no  subsidiaries,  enter  "00". 

b.  If  there  are  no  prior  advances,  enter  the  words  "First  Request" 
in  these  columns.  If  there  was  a  prior  advance  under  said  sub- 
sidiary account  and  it  has  not  been  fully  accounted  for  to  the 
Comptroller's  Division,  enter  the  required  data.  Please  note 
that  the  "Balance  per  D.S.T."  refers  to  the  balance  of  the 
Advance  column  on  the  Daily  Statement  of  Transactions  and  not 
the  unencumbered  allotment. 

c.  In  the  "Amount  of  Request"  column  enter  the  amount(s)  being 
requested  by  agency  under  each  subsidiary  account  and  insert 
grand  total  in  the  "Total  Amount"  space. 

5.  In  the  certification  in  the  proper  spaces  enter  the  following: 
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ADVANCE  FUND  (Continued) 
U.    Check  List  for  Request  for  Advance,  Form  CD-5  (Rev.)  (Continued) 

5.  (Continued) 

a.  Total  amount  being  requested 

b.  Name  of  custodian  and  title 

C.   Amount  of  bond.  If  custodian  is  not  bonded,  certification  should 
state  "is  not  bonded". 

d.   Ending  date  of  period  in  which  advance  will  be  used  (Month,  day 
and  year) . 

6.  In  the  Expenditure  Account  Summary  in  the  lower  left  corner  of  form 
enter  activity  accounts,  subsidiary  accounts  (if  none,  enter  "00") 
and  amounts  applicable  to  each. 

7.  Signature  of  "Department  Head"  or  "Authorized  Agent"  is  required. 

8.  If  the  advance  is  for  Out  of  State  Travel,  type  the  words  "Out  of 
State  Travel"  in  the  body  of  the  form  and  below  it  the  name(s) 

of  the  traveler(s),  destination,  and  date  of  trip. 

9.  The  current  fiscal  year  must  be  stamped  or  written  on  the  face  of 
the  form. 

10.  Requests  for  Advances  for  payroll  purposes  will  be  for  four  weeks' 
payroll  requirements  at  the  beginning  of  the  fiscal  year  and  for 
each  four  week  period  thereafter;  for  other  than  payroll  purposes 
the  request  will  be  for  the  first  month's  requirements  plus  two 
additional  weeks  at  the  beginning  of  the  fiscal  year  and  for  each 
month's  requirements  thereafter. 

11.  Each  Request  for  Advance,  except  those  with  subsidiary  account  -  01 
or  -  02,  must  have  indicated,  on  the  face  of  the  form,  the  specific 
purpose  for  which  the  advance  is  requested. 
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15 
BUDGETARY  CONTROL  REGISTER 

A.  Use  by  Spending  Agencies  -  The  budgetary  control  register  should  be  used 
by  all  spending  agencies.  It's  maintenance  will  reflect  the  current 
status  of  each  account. 

B.  Description  of  Summary  Account  Pages  -  There  are  three  types  of  summary 
account  pages  which  have  been  so  designed  that  one  of  the  three  varia- 
tions of  columnar  arrangement  will  meet  the  requirements  of  any  of  the 
spending  agencies.  Spaces  have  been  provided  on  all  three  types  in 
which  to  insert  the  appropriation  title  and  account  number.  Each  has 
also  been  designed  with  Date,  Description  and  Schedule  Number  columns 

and  a  column  for-  checking  purposes.  Data  entered  in  the  column  captioned 
"Schedule  Number"  will  refer  to  one  of  the  following  documents: 

Batch  Transmittal,  Form  CD-41 

Invoice-Warrant,  Form  CD-34 

Payroll  Account  Summary,  Form  CD-15A 

Return  of  Advance,  Form  CD-21 

Payroll  Return  of  Advance,  Form  CD-21A 

Departmental  Payment  Voucher,  Form  CD-39 

Receipts  Voucher,  Form  CD-29 

Payroll  Refund  receipts  Voucher,  Form  CD-29A 

1.  The  Day  Number  plus  Agency  Voucher  Number(s)  will  adequately  identify 
expenditure  documents  and  the  Agency  Voucher  Number  identify  expendi- 
ture refund  documents. 

2.  At  the  head  of  each  money  column  are  printed  the  titles  of  the 
accounts  affected  by  the  amounts  entered  therein.  The  basis  for 
these  entries  are  the  "schedules"  for  recording  payments,  which 
are  recorded  in  black  ink,  and  receipts  vouchers,  representing 
payment  reductions,  which  are  recorded  in  red  ink. 

3.  Form  CD-I  -  This  form  will  be  used  for  all  institutions  except  those 
in  the  Department  of  Education.  The  money  column  headings  which  are 
self-explanatory  and  indicate  their  functions  are  as  follows: 

Dr.  Maintenance  Appropriation  Allotment 

Cr.  State  Treasurer  Maintenance  Appropriation 

Dr.  Materials  and  Supplies 
Maintenance  Expenses 

Cr.  Clearing  Account  Maintenance  Appropriation 
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15 
BUDGETARY  CONTROL  REGISTER  (Continued) 
B.    Description  of  Summary  Account  Pages  (Continued) 

3.  Form  CD-I  (Continued) 

Dr.  Special  Appropriation  Allotments 

Cr.  State  Treasurer  Special  Appropriations 

Dr.  Accounts  Payable 

Cr.  State  Treasurer  Maintenance  Reserve 

4.  Form  CD-IB  -  This  form  will  be  used  by  all  departments,  divisions 
and  educational  institutions.  The  money  column  headings  which  are 
self-explanatory  and  indicate  their  functions  are  as  follows: 

Dr.  Maintenance  Appropriation  Allotment 

Maintenance  Expenses 

Cr.  State  Treasurer  Maintenance  Appropriation 
Clearing  Account  Maintenance  Appropriation 
Dr.  Special  Appropriations  Allotments 

Cr.  State  Treasurer  Special  Appropriations 
Dr.  Accounts  Payable 

Cr.  State  Treasurer  Maintenance  Reserve 

C    Description  of  Subsidiary  Account  Pages  -  Form  CD-1C  will  be  used  by  all 
spending  agencies.  One  page  will  be  used  for  each  expenditure  account. 
Where  subsidiary  accounts  have  been  established,  one  page  will  be  used 
for  each  of  these  accounts.  The  account  number  and  name  will  be  inserted 
on  each  page  in  the  spaces  provided  for  that  purpose. 

1.  The  column  headings  which  are  self-explanatory  and  indicate  their 
functions  are  as  follows: 

Date 

Description 

Folio 

Appropriation 

Total 

Unallotted 
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BUDGETARY  CONTROL  REGISTER  (Continued) 

C.  Description  of  Subsidiary  Account  Pages  (Continued) 
1.  (Continued) 

Allotted 
Encumbrances 

Advances 

Requisitions 

Req.  or  P.O.  No.  * 

Purchase  Orders 
Schedule  Number  * 
Payments 

Unencumbered  Allotment 
*  Or  other  posting  reference 

D.  Recording  Expenditures  and  Expenditure  Refunds  in  the  Budgetary  Control 
Register  -  All  expenditures  and  expenditure  refunds  must  be  recorded  in 
the  budgetary  control  register,  the  total  payment  chargeable  to  an  allot- 
ment account  being  recorded  on  the  summary  account  page  and  that  portion 
of  the  liquidations  and  payments  applying  to  each  subsidiary  account  being 
recorded  on  the  subsidiary  account  pages  and  expenditure  refunds  being 
recorded  as  decreases  of  payments  only  (red  figure)  on  both  forms. 

E.  Summary  Account  Pages  -  The  date,  schedule  reference  and  the  total  pay- 
ment chargeable  to  an  allotment  account,  either  maintenance  or  special, 
or  to  accounts  payable,  will  be  recorded  in  the  proper  columns  of  the 
summary  account  page.  The  institutions  (other  than  educational  insti- 
tutions) will  record  the  total  of  materials  and  supplies  and  main- 
tenance expenses  in  the  columns  provided. 

1.  Batch  Transmittals,  Payroll  Account  Summaries,  Departmental  Payment 
Vouchers,  Returns  of  Advance  and  Invoice-Warrant  forms  are  considered 
to  be  schedules  and  will  be  recorded  in  black  ink  as  increases  in  pay- 
ments on  the  summary  account  pages.  Current  year  refunds  transmitted 
to  the  State  Treasurer  on  receipts  vouchers  (CD-29,  CD-29A)  will  be 
recorded  in  red  ink  as  decreases  in  payments  on  the  summary  account 


F. 


pages. 

Subsidiary  Account  Pages  -  A  speparate  page  will  be  used  for  each  ten 
digit  subsidiary  account.  Entries  will  be  made  in  the  several  columns, 
as  outlined  hereunder,  in  the  order  of  the  columnar  headings  as  they 
appear  from  left  to  right  on  the  form. 
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15 
BUDGETARY  CONTROL  REGISTER  (Continued) 
F.    Subsidiary  Account  Pages  (Continued) 

1.  Date  -  The  date  document  or  item  is  entered. 

2.  Description  -  The  type  of  document  or  item,  i.e.,  Batch  Transmittal, 
Invoice-Warrant,  Return  of  Advance,  Current  Year  Refund,  name  of 
vendor  to  whom  purchase  order  is  being  issued,  Requisitions,  etc. 

3.  Folio  -  An  identification  of  the  item  being  entered,  i.e.,  Comp- 
troller's Division  letter  dated ,  Daily  Statement  of 

Transactions  dated ,  etc. 

4.  Total  -  Enter  in  black  ink  amount  of  appropriations  as  they  appear 
on  Daily  Statement  of  Transactions.  Enter  in  red  ink  amount  of  re- 
ductions of  appropriations  as  they  appear  on  Daily  Statement  of  trans- 
actions. 

5.  Unallotted  -  Enter  in  black  ink  amount  of  appropriations  as  they 
appear  on  Daily  Statement  of  Transactions.  Enter  in  red  ink  amount 
of  reductions  of  appropriations  as  they  appear  on  Daily  Statement  of 
Transactions.  Enter  in  red  ink  amount  of  increase  of  allotments  as 
they  appear  on  Daily  Statement  of  Transactions.  Enter  in  black  ink 
amount  of  decreases  of  allotments  as  they  appear  on  Daily  Statement 
of  Transactions. 

6.  Allotted  -  Enter  in  black  ink  amount  of  allotments  as  they  appear  on 
Daily  Statement  of  Transactions.  Enter  in  red  ink  amount  of  reductions 
of  allotments  as  they  appear  on  Daily  Statement  of  Transactions. 

7.  Advances  -  Enter  in  black  ink  amount  of  advance  money  requested  on  a 
Request  for  Advance,  Form  CD-5,  (See  Section  14  of  this  manual  and 
also  the  Manual  of  Procedures  for  Encumbrance-Expenditure  Forms  Pre- 
paration issued  by  the  Comptroller's  Division,  for  preparation  of 
advance  request).  Enter  in  red  ink  amount  of  liquidation  on  Return 
of  Advance  Schedule  being  submitted  to  Comptroller's  Division  (See 
Section  14  of  the  manual  and  also  the  Manual  of  Procedures  for  En- 
cumbrance-Expenditure Forms  Preparation  issued  by  the  Comptroller's 
Division  for  preparation  of  Return  of  Advance  Schedule).  Enter  in 
red  ink  amount  on  receipts  voucher  representing  current  year  cash 
advance  being  returned  to  State  Treasurer.  (See  Section  20  for 
preparation  of  receipts  voucher). 

8.  Requisitions  -  Enter  in  black  ink  amount  of  requisition  being  sub- 
mitted to  the  Purchasing  Agent's  Division.  Enter  in  red  ink  amount 
of  requisition  previously  submitted  to  the  Purchasing  Agent's  Divis- 
ion which  has  now  resulted  in  a  purchase  order  or  when  the  requisition 
is  being  cancelled. 

9.  Requisition  or  Purchase  Order  Numbers  -  Enter  number  of  each  encum- 
brance document. 
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15 
BUDGETARY  CONTROL  REGISTER  (Continued) 

F.  Subsidiary  Account  Pages  (Continued) 

10.  Purchase  Orders  -  Enter  in  black  ink  amount  appearing  on  a  Purchasing 
Agent's  Division  purchase  order,  departmental  purchase  order,  Reser- 
vation of  Funds,  or  any  advice  of  change  increase  therefor.  Enter  in 
red  ink  amount  appearing  on  a  change  order  representing  a  decrease  or 
cancellation  of  above  mentioned  encumbrance  documents.  Enter  in  red 
ink  the  amount  of  liquidations  appearing  on  Payment  Documents. 

11.  Schedule  Number  -  Enter  schedule  reference  or  other  reference  applic- 
able to  all  items  enumerated  in  item  12  below. 

12.  Payments  -  Enter  in  black  ink  amount  of  payment  applicable  to  each 
ten  digit  expenditure  account  on  Forms  CD-15A,  21,  21A,  34,  39  and 
41.  Enter  in  red  ink  amounts  appearing  as  Current  Year  Refunds  on 
CD-29  and  29A. 

13.  Unencumbered  Allotment  -  This  is  a  balance  column.  Entries  made  in 
columns  6,  7,  8,  10  and  12  decrease  or  increase  the  balance  of  this 
column.  A  black  ink  entry  in  the  Allotted  column  increases  the  bal- 
ances; a  red  ink  entry  decreases  the  balance.  Black  ink  entries  in 
the  columns  for  Encumbrances  and  Payments  decrease  the  Unencumbered 
Allotment  balance;  a  red  ink  entry  increases  the  balance.  Entries 
must  be  made  prior  to  the  submission  of  the  document  to  the  Comp- 
troller's Division.  Do  not  submit  items  which  cause  a  red  balance 
in  this  column. 

G.  Recording  Current  Year  Refunds  in  the  Budgetary  Control  Register  -  When 
the  receipts  voucher  has  been  prepared  for  transmission  to  the  State 
Treasurer,  or  when  copy  of  a  receipts  voucher  prepared  and  transmitted 
to  the  State  Treasurer  by  the  Comptroller's  Division  is  received  by  the 
spending  agency,  the  amount  of  the  current  year  refund  will  be  recorded 
on  the  summary  account  page,  in  the  columns  affected,  in  red  ink.  The 
amount  will  also  be  entered  on  the  subsidiary  account  page  in  red  ink  in 
the  Payments  column  and  will  serve  to  reduce  the  total  of  the  payments 
previously  entered  in  that  column  and  will  also  increase  the  balance  in 
the  Unencumbered  Allotment  column. 

H-   Monthly  Closings-Summary  Account  Page  -  When  the  monthly  summary  account 
is  started  (except  July) ,  the  totals  to  date  at  the  end  of  the  previous 
month  will  be  inserted  on  the  first  line  of  the  page  for  the  month  and 
continuous  footings,  including  such  figures,  will  be  carried  during  the 

month. 

1.  At  the  end  of  each  month  the  spending  agency  will  first  determine 
that  the  aggregate  of  the  totals  of  the  Payments  columns  in  the 
subsidiary  accounts,  if  any,  is  in  agreement  with  the  total  (foot- 
ings) shown  for  the  year  to  date  on  the  summary  account  page  in 
that  column  headed  debit:  Maintenance  Appropriation  Allotment  and 
Credit:  State  Treasurer  Maintenance  Appropriation.  The  sum  of  the 
totals  of  the  Materials  and  Supplies  and  Maintenance  Expenses  columns 
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15 
BUDGETARY  CONTROL  REGISTER  (Continued) 
H.    Monthly  Closings-Summary  Account  Page  (Continued) 

1.  (Continued) 

must  also  have  been  determined  to  be  in  agreement  with  the  total 
of  this  column. 

2.  A  line  will  then  be  drawn  across  the  summary  account  page  below  the 
last  entry  and  the  totals  inserted  in  ink.  On  the  same  line  will  be 
written  the  designation  "Totals  to  Date".  On  the  next  line  will  be 
inserted  the  designation  "Totals  to  the  End  of  the  Previous  Month" 
and  those  figures  inserted,  which  amounts  will  then  be  subtracted 
from  the  figures  above.  The  result  obtained,  which  will  represent 
the  total  of  the  schedules  passed  for  payment  during  the  month  less 
current  year  refunds  (if  any),  will  then  be  posted  directly  to  the 
General  Ledger  Accounts  Affected. 

I.    Proof  of  Subsidiary  Account  Pages  -  Pencil  footings  must  be  maintained 

during  the  month  on  all  budgetary  control  sheets,  both  for  summary  account 
and  subsidiary  accounts. 

1.  The  total  of  the  footings  of  the  Unallotted  and  Allotted  columns  under 
the  heading  Appropriation  of  each  subsidiary  account  must  equal  the 
footing  of  the  Total  column  under  the  heading  Appropriation  for  that 
account. 

2.  The  total  of  the  footings  of  the  Advances,  Requisitions,  Purchase 
Orders,  Payments  and  Unencumbered  Allotment  columns  on  each  subsid- 
iary account  page  must  agree  with  the  footing  of  the  Allotted  column 
for  that  account. 

3.  The  Unallotted,  and  Allotted  columns  under  the  heading  Appropriation 
should  be  checked  against  and  reconciled  with  the  corresponding  columns 
of  the  Daily  Statement  of  Transactions  issued  by  the  Comptroller's  Di- 
vision. 

4.  Advances  Column  -  The  footing  of  the  Advances  column  should  agree  with 
the  record  maintained  of  the  Advance  Funds  available  for  disbursement 
by  subsidiary  accounts  if  all  vouchers  representing  disbursements  from 
the  advance  have  been  incorporated  with  a  Return  of  Advance  form  and 
properly  recorded  in  the  subsidiary  accounts.  The  individual  items 
entered  in  this  column  should  be  checked  against  the  Daily  Statement 
of  Transactions  issued  by  the  Comptroller's  Division  for  each  subsid- 
iary account,  and  the  total  shown  on  the  Comptroller's  Daily  Statement 
of  Transactions  plus  any  requests  for  advances  submitted  to  the  Comp- 
troller's Division  and  less  the  following  items:  Returns  of  Advance  in 
transit  or  in  process  at  the  Comptroller's  Division,  repayments  of  Ad- 
vance Funds  in  transit,  and  Returned  or  Disallowed  Items,  should  agree 
with  the  footing  of  the  column. 

5-  Requisitions  Column  -  The  outstanding  balances  of  all  requistions  in 
the  pending  requistions  file,  for  each  subsidiary  account,  should  be 
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BUDGETARY  CONTROL  REGISTER  (Continued) 
I,   Proof  of  Subsidiary  Account  Pages  (Continued) 

5.  Requisitions  Column   (Continued) 

totaled  and  the  amount  so  obtained  must  be  in  agreement  with  the  foot- 
ing of  the  Requisitions  column  of  that  subsidiary  account. 

6.  Purchase  Orders  Column  -  The  outstanding  balances  of  all  purchase  orders 
and  Reservation  of  Funds  in  the  pending  file,  for  each  subsidiary  ac- 
count, should  be  totaled  and  the  amount  so  obtained  must  be  in  agreement 
with  the  footing  of  the  Purchase  Orders  column  of  that  subsidiary  account 
The  Purchase  Orders  column  should  also  be  checked  against  and  reconciled 
with  the  total  of  the  Encumbrances  column  of  the  Comptroller's  Daily 
Statement  of  Transactions.  In  order  to  accomplish  the  reconciliation 

it  is  necessary  to  add  to  the  Comptroller's  total  those  purchase  orders, 
Reservation  of  Funds,  and/or  change  orders  issued  by  the  spending  agency 
to  increase  encumbrances  and  recorded  by  them  but  not  yet  recorded  by 
the  Comptroller,  and  to  deduct  from  the  Comptroller's  total  those  ad- 
vices of  change  issued  by  the  spending  agency  to  decrease  encumbrances 
and  recorded  by  the  spending  agency  but  which  have  not  yet  been  record- 
ed by  the  Comptroller's  Division  and  the  liquidations  to  be  effected 
by  the  payment  of  schedules  in  transit  or  in  process  at  the  Comptrol- 
ler's Division. 

7.  Payments  Column  -  The  sum  of  the  footings  of  the  Payments  columns  for 
all  subsidiary  accounts  should  agree  with  the  footing  of  that  column  of 
the  summary  account  headed:  Debit:  Maintenance  Appropriation  Allot- 
ment and  Credit:  State  Treasurer  Maintenance  Appropriation.  The  Pay- 
ments column  on  each  subsidiary  account  should  be  reconciled  to  the 
Expenditures  column  on  the  Comptroller's  Daily  Statement  of  Transac- 
tions for  that  subsidiary  account.  The  total  of  the  footings  of  the 
Payments  columns  on  each  subsidiary  account  should  equal  the  total  of 
the  Expenditures  column  on  the  Comptroller's  Daily  Statement  of  Trans- 
actions, plus  the  applicable  amounts  from  schedules  in  transit,  and  less 
any  current  year  refunds  which  have  been  recorded  by  the  spending  agency 
but  which  have  not  as  yet  been  recorded  on  the  books  of  the  Comptroller. 

8.  Unencumbered  Allotment  Column  -  No  separate  proof  need  be  made  of  this 
column.  If  all  other  columns  have  been  checked  and  reconciled  as  out- 
lined above,  the  balance  shown  in  this  column  should  be  correct. 

Monthly  Closings-Subsidiary  Account  Pages  -  When  the  proofs  and  reconcilia- 
tions outlined  on  the  preceding  pages  have  been  completed,  a  single  line 
will  be  drawn  under  the  last  entry  on  each  subsidiary  account  page  and  the 
footings  previously  carried  in  pencil  will  then  be  written  in  ink.  Immedi- 
ately beneath  the  inked  footings  will  be  drawn  two  lines.  In  the  space 
designated  Description  and  on  the  same  line  as  the  inked  footings  will  be 
written  the  words  "Recorded  Totals  at  (Date)". 

1.  On  the  first  line  of  the  next  page  will  be  written  "Totals  Brought  For- 
ward (Date)"  and  the  inked  footings  at  the  end  of  the  previous  month 
will  be  inserted  in  the  proper  columns. 
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K.    Monthly  Journal  Entries  Based  on  Subsidiary  Account  Pages  -  At  the  end  of 
each  month  it  will  be  necessary  for  each  spending  agency  to  determine  the 
total  of  the  encumbrances  outstanding  against  the  maintenance  appropriation 
allotment  accounts  and  the  total  encumbrances  outstanding  against  the  spe- 
cial appropriation  allotment  accounts  in  order  that  the  "Reserve  for  Encum- 
brances Maintenance  Appropriation"  and  the  "Reserve  for  Encumbrances  Special 
Appropriations"  maybe  brought  into  agreement  with  these  totals. 

1.  For  this  purpose  the  sums  of  the  totals  of  the  Advances,  Requisitions, 
and  Purchase  Orders  columns,  on  each  subsidiary  account,  will  be  the 
outstanding  encumbrances  for  that  subsidiary  account.  The  total  of 
the  encumbrances  outstanding  on  all  subsidiary  accounts  of  the  main- 
tenance appropriation  would  be  set  up  as  the  "Reserve  for  Encumbrances 
Maintenance  Appropriation".  The  total  of  the  encumbrances  outstanding 
on  all  subsidiary  accounts,  if  any,  of  the  special  appropriations  would 
be  set  up  as  "Reserve  for  Encumbrances  Special  Appropriations". 

2.  To  set  up  these  accounts  at  the  end  of  the  first  month  of  a  fiscal  year, 
or  to  adjust  the  reserve  for  encumbrances  at  the  end  of  any  month  when 
the  outstanding  encumbrances  are  greater  than  at  the  end  of  the  preced- 
ing month,  the  following  journal  entry  will  be  prepared  and  recorded: 

Debit:  Maintenance  Appropriation  Allotments 

and/or 

Special  Appropriations  Allotments 

Credit:  Reserve  for  Encumbrances  Maintenance  Appropriatio 

and/or 

Reserve  for  Encumbrances  Special  Appropriations 

3.  If  the  outstanding  encumbrances  at  the  end  of  any  month  are  less  than  at 
the  end  of  the  preceding  month,  the  following  adjusting  journal  entry 
will  be  prepared  and  recorded: 

Debit:  Reserve  for  Encumbrances  Maintenance  Appropriation 

and/or 

Reserve  for  Encumbrances  Special  Appropriation 

Credit:  Maintenance  Appropriation  Allotments 

and/or 

Special  Appropriation  Allotments 

4.  It  is  necessary  that  the  steward,  at  institutions,  notify  the  institu- 
tion treasurer  of  encumbrances  outstanding  at  the  end  of  each  month  in 
order  that  the  treasurer  may  prepare  the  journal  entries. 
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Closing  at  End  of  Fiscal  Year-Maintenance  Appropriation  Liabilities 
The  final  statement  of  encumbrances  as  of  June  30  will  be  forwarded  to  each 
spending  agency  as  soon  as  possible  in  July  by  the  Comptroller's  Division. 
This  statement  will  list  the  maintenance  appropriation  liabilities  out- 
standing at  the  close  of  the  fiscal  year.  The  Comptroller'  Division  will 
assign  object  code  811  -  reserve  for  liabilities,  to  the  maintenance 
appropriation  liabilities  on  its  records.  The  spending  agency  will  compare 
this  statement  to  their  Encumbrance  file  making  any  necessary  adjustments. 
The  Encumbrance  file  will  then  be  analyzed  to  determine  those  orders  which 
are  to  be  classified  as  materials  and  supplies  and  those  which  are  to  be 
classified  as  maintenance  expenses.  The  spending  agency  will  assign  the 
proper  object  codes  to  each  purchase  order  for  the  purpose  of  recording 
these  liabilities  as  maintenance  expenses  and/or  materials  and  supplies  on 
their  records. 

1.  Balances  remaining  in  the  Requisitions  column  of  any  of  the  Subsidiary 
account  pages  will  be  liquidated  so  that  the  final  balance  in  each  of 
these  columns  will  be  zero.  The  Budgetary  control  register  will  then 
be  closed  for  the  fiscal  year.  Requisitions  outstanding  for  goods  or 
services  at  the  close  of  a  fiscal  year  are  not  liabilities  of  that 
year  and  must  be  carried  forward  into  the  next  year  unless  cancelled. 

2.  The  spending  agency  will  prepare  and  post  the  following  journal  entry 
to  record  liabilities  outstanding  at  the  end  of  the  fiscal  year  that 
have  been  classified  as  "Maintenance  Expenses". 

Debit:  Maintenance  Expenses 

Credit:  Clearing  Account  Maintenance  Appropriation 

3.  The  spending  agency  will  prepare,  and  post  to  the  General  Ledger,  the 
following  journal  entry  to  record  all  liabilities  outstanding  at  the 

end  of  the  fiscal  year  in  maintenance  accounts  that  expire  as  of  June  30, 

Debit:  State  Treasurer  Maintenance  Reserve 

Reserve  for  Encumbrances  Maintenance  Appropriation 
Credit:  State  Treasurer  Maintenance  Appropriation 
Accounts  Payable  Maintenance  Appropriation 

4.  A  subsidiary  account  page  will  be  set  up  for  each  subsidiary  account 
having  purchase  orders  or  Reservations  of  Funds  outstanding  at  the 
close  of  the  fiscal  year.   In  the  Description  column  of  each  subsidiary 
account  page  will  be  entered  "19_  Accounts  Payable  Outstanding".   In 
the  Allotted  and  Purchase  Orders  columns  will  be  entered  the  total 
amount  of  purchase  orders  outstanding  for  each  subsidiary  account  which 
must  first  have  been  reconciled  to  the  Final  Statement  of  Encumbrances 
issued  by  the  Comptroller's  Division.  There  would  be  no  balance  in  the 
Unencumbered  Allotment  column  at  this  point. 
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u    dosing  at  End  of  Fiscal  Year-Maintenance  Appropriation  Liabilities  (Continue 

5  Schedules  representing  maintenance  liabilities  of  the  previous  fiscal 

year  will  be  submitted  to  the  Comptroller's  Division  marked  19 

ACCOUNTS  PAYABLE.  These  schedules  will  be  entered  in  the  column  of  the 
budaetarv  control  register  summary  page  under  the  heading  Accounts  Pay- 
Tuil   iq     At  the  end  of  each  month  the  total  of  the  schedules  passed 
for  payment  during  the  month  will  be  posted  directly  to  the  General 
Ledger  as  a  debit  to  "Accounts  Payable  Maintenance  Appropriation  and 
a  credit  to  "State  Treasurer  Maintenance  Reserve". 

6  The  portion  of  each  schedule  applicable  to  subsidiary  accounts  will  be 
recorded  on  the  individual  subsidiary  account  pages   The  date,  de- 
scription (Batch  Transmittal,  Invoice-Warrant,  etc.),  schedule  refer- 
ence, liquidations  and  payments  will  be  recorded  in  the  columns  pro- 
vided. The  amounts  to  be  liquidated  will  be  entered  in  red  ink  in  te 
Purchase  Orders  column(s)  and  the  amount  of  the  payments  in  black  ink 
in  the  Payments  column.  If  the  liquidations  exceed  the  payments,  it 
will  effect  an  increase  of  the  unencumbered  allotment.  Accounts  Pay- 
able payments  may  never  exceed  liquidations.  Advices  of  Change  liqui- 
dating Accounts  Payable  encumbrances  will  be  entered  in  red  ink  m  the 
Purchase  Orders  column(s)  and  will  effect  an  increase  of  the  unencum- 
bered allotment. 

M    Closing  at  End  of  Fiscal  Year-Encumbrances  on  Account  of  Appropriations^ 
Other  Than  Ordinary  Maintenance  -  Those  spending  agencies  having  encumbranc 
outstanding  against  appropriations  for  other  than  ordinary  maintenance  a  iw 
end  of  a  fiscal  year  need  take  no  action  other  than  to  ascertain  that  tneir 
records  concerning  such  encumbrances  are  in  agreement  with  those  of  the 
Comptroller's  Division.  The  aggregate  of  the  Purchase  Orders^columns  ot 
the  subsidiary  account  pages  should  be  in  agreement  with  the  "Reserve  tor 
Encumbrances  Special  Appropriations"  account  in  the  spending  agency  s 
General  Ledger. 

1.  When  setting  up  the  budgetary  control  register  at  the  beginning  of  the 
succeeding  fiscal  year,  these  encumbrances  will  be  entered  in  the  Pur- 
chase Orders  columns  of  the  proper  subsidiary  pages  of  the  budgetary 
control  register. 

N.    Closing  at  End  of  Fiscal  Year-Federal  Grants  -  Outstanding  Encumbrances  on 
account  of  federal  grants  will  be  treated  at  the  close  of  the  fiscal  year 
in  the  same  manner  as  outlined  above,  in  paragraph  M,  provided  that  sucn 
action  is  not  contrary  to  federal  regulations  existing  at  the  time. 

0.    Closing  at  End  of  Fiscal  Year-Trust  Funds  -  Outstanding  Encumbrances  on 
account  of  trust  funds  will  be  treated  at  the  close  of  the  fiscal  year 
the  same  manner  as  outlined  above  in  paragraph  M. 

P.    Deficiencies  -  Schedules  submitted  as  deficiencies  will  not  be  recorded  a 
payments  at  the  time  of  transmittal  to  the  Comptroller's  Division  but  a 
memorandum  record  of  each  deficiency  schedule  should  be  made  in  the  co 
headed  "Dr.  Account  Payable,  Cr.  State  Treasurer  Maintenance  Reserve  on 
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P.   Deficiencies  (Continued) 

separate  page  of  the  Budgetary  Control  Register  Summary  sheet,  listing  in 
black  ink  the  schedule  reference,  date  of  transmittal  to  the  Comptroller's 
Division,  and  the  total  of  the  deficiency  schedule.  When  the  Daily  State- 
ment of  Transactions  is  received  showing  that  the  deficiency  schedule  has 
been  passed  for  payment,  an  entry  will  be  made  in  red  ink  listing  the 
schedule  reference,  date  of  the  Daily  Statement  and  total  of  the  deficiency 
schedule  passed  for  payment.  The  difference  between  the  red  and  black  ink 
figures  on  the  Budgetary  Control  Register  Summary  sheet  will  represent  the 
total  amount  of  deficiency  schedules  transmitted  to  the  Comptroller's  Div- 
ision which  have  not  been  processed  for  payment. 

1.  Prior  Fiscal  Years'  Expenses  -  If  sufficient  funds  had  reverted  in  the 
subsidiary  account  to  which  the  invoice  was  to  be  charged  either  on 
June  30th  or  as  Accounts  Payable,  the  deficiency  vouchers  and  trans- 
mittal forms  must  be  submitted  to  the  Comptroller's  Division  marked 
"DEFICIENCY  19XX"  accompanied  by  a  letter  of  explanation  addressed  to 
the  Comptroller.  If  the  deficiency  is  paid  from  the  appropriation  made 
available  for  the  payment  of  prior  years'  charges  (Account  1599-0002), 

a  special  Daily  Statement  of  Transactions  will  be  forwarded  to  the 
agency  stamped  "Prior  Fiscal  Years'  Expenses"  which  will  record  the  de- 
ficiency payment  in  the  same  manner  that  all  other  payments  are  shown 
on  the  Daily  Statement  of  Transactions.  This  Daily  Statement  of  Trans- 
actions will  be  the  basis  for  preparing  the  following  journal  entry  for 
posting  to  the  agency's  General  Ledger: 

Debit:  Prior  Fiscal  Years'  Expenses 

Credit:  Deficiency  Appropriation 

2.  When  amounts  are  transmitted  to  the  State  Treasurer  as  refunds  of  cur- 
rent year  payments  of  Prior  Fiscal  Years'  Expenses,  the  required  infor- 
mation will  be  inserted  in  the  spaces  provided  in  the  "Current  Year  Re- 
funds (except  Payroll)"  section  of  the  receipts  voucher  (CD-29)  using 
as  the  receipt  account  number  2485-93-06-10,  Current  Year  Refunds-Prior 
Years'  Expenses.  The  expenditure  activity  account  number  will  be  taken 
from  the  Daily  Statement  of  Transactions  under  which  the  payment  was 
made  and  shown  in  the  column  headed  "Expenditure  Account".  Under  this 
account  will  be  listed  in  parentheses  the  account  number  1599-0002  .  A 
journal  entry,  for  posting  to  the  agency's  General  Ledger,  to  record 
the  amount  of  the  refund  will  be  made  as  follows: 

Debit:  Deficiency  Appropriation 

Credit:  Prior  Fiscal  Years'  Expenses 

3.  Prior  Fiscal  Years'  Deficiencies  -  When  the  deficiency  is  paid  from  a 
deficiency  appropriation  authorized  by  the  Legislature,  a  special  Daily 
Statement  of  Transactions  will  be  forwarded  to  the  agency  stamped 
"Prior  Fiscal  Years'  Deficiencies",  which  will  record  the  deficiency 
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3.  Prior  Fiscal  Years'  Deficiencies  (Continued) 

payment  in  the  same  manner  that  all  other  payments  are  shown  on  the 
Daily  Statement  of  Transactions.  This  Daily  Statement  of  Transactions 
will  be  the  basis  for  preparing  the  following  journal  entry  for  posting 
to  the  agency's  General  Ledger: 

Debit:  Prior  Fiscal  Years'  Deficiencies 

Credit:  Deficiency  Appropriation 

4.  When  amounts  are  transmitted  to  the  State  Treasurer  as  refunds  of  cur- 
rent year  payments  of  Prior  Years'  Deficiencies,  the  required  informa- 
tion will  be  inserted  in  the  spaces  provided  in  the  "Current  Year  Re- 
funds (except  payroll)11  section  of  the  receipts  voucher  (lJ-29)  using 
the  applicable  receipt  account  number,  e.g.  in  the  General  Fund  the 
receipt  account  number  is  2485-93-07-10,  Current  Year  Refunds  -  Prior 
Fiscal  Years'  Deficiencies,  in  the  Highway  Fund  2985-93-07-10,  etc.  A 
journal  entry  for  posting  to  the  agency's  General  Ledger,  to  record  the 
amount  of  the  refund  will  be  prepared  as  follows: 

Debit:  Deficiency  Appropriation 

Credit:  Prior  Fiscal  Years'  Deficiencies 

5.  The  above  accounts  will  be  closed  at  the  end  of  the  fiscal  year  by 
closing  entries  prepared  by  the  Spending  Agency. 
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LICENSES  AND  CERTIFICATES 

A.  Consecutively  Numbered  Printed  Forms  -  In  order  to  facilitate  the 
audit  of  income  derived  from  the  issuance  of  licenses  and  certificates, 
spending  agencies  will  use  consecutively  numbered  printed  forms. 

B.  Issuance  of  Same  License  Number  Each  Year  -  If  it  is  the  practice  to 
issue  the  same  license  number  each  year  to  a  certain  person,  it  will 
be  necessary  to  use  the  consecutively  numbered  printed  form  in  addi- 
tion to  the  licensee's  number. 

C.  Accounting  for  Each  Form  Number  -  As  these  forms  represent  potential 
income  each  number  must  be  accounted  for  whether  issued  or  voided. 
All  voided  forms  must  be  kept  in  the  current  file  until  completion 
of  the  next  audit  by  the  State  Auditor. 

D.  Accounting  for  Cash  Received  -  If  no  special  register  is  used,  the 
cash  received  for  all  licenses  and/or  certificates  will  be  recorded 
in  their  proper  numerical  sequence  in  the  cash  book.  If  a  special 
register  is  used  they  will  be  entered  in  detail  in  their  proper 
numerical  sequence  in  such  special  register  and  the  totals  trans- 
ferred to  the  cash  book  daily. 
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SALES  BOOK 

A.  Description  and  Use  by  Spending  Agencies  -  The  Sales  Book,  Form  CD  17, 
is  a  standard  manifold  book  in  triplicate  -  50  sets  to  a  book  -  and  is 
available  for  requisition  from  the  Purchasing  Agent's  Division  Supply 
Unit.  The  head  of  each  spending  agency  shall  designate  one  person  who 
will  be  responsible  for  accounting  for  the  number  of  these  books  in  use 
at  the  agency.  The  number  of  books  in  use  will  be  kept  to  a  minimum 
without  interfering  with  the  efficiency  of  management. 

1.  A  sales  book  will  be  given  to  each  person  who  has  authority  to 
make  a  sale  on  behalf  of  the  spending  agency.  When  a  book  is 
completely  filled  it  must  be  turned  in  before  a  new  one  will  be 
issued. 

2.  In  the  spaces  provided  on  each  sales  slip  will  be  entered  the  date, 
the  name  and  address  of  purchaser,  the  name  of  the  person  making 
the  sale  and  a  notation  as  to  whether  the  sale  is  on  a  charge  or 
cash  basis.   In  the  body  of  the  sales  slip  will  be  entered  the 
quantity,  description,  unit  rate  and  amount  of  the  sale.   If  the 
sale  should  be  for  cash,  the  slip  will  be  marked  "Paid"  and  ini- 
tialed by  the  person  making  the  sale.   If  on  a  charge  basis,  the 
slip  will  be  marked  "Received"  and  signed  by  the  purchaser.  All 
sales  must  be  approved  by  the  head  of  a  spending  agency  or  his 
designated  representative. 

3.  At  the  time  of  the  sale  the  duplicate  copy  of  the  sales  slip 
should  be  given  to  the  purchaser  as  a  voucher;  the  original  copy 
should  be  turned  over  to  the  treasurer  or  bookkeeper  together 
with  the  cash.  The  triplicate  copy  remains  in  the  book  for  pur- 
poses of  audit.  Wherever  practicable  cash  from  sales  should  be 
paid  directly  to  the  treasurer  or  bookkeeper  by  the  purchaser. 

4.  In  the  case  of  a  charge  sale,  the  treasurer  or  bookkeeper  will 
place  the  original  copy  of  the  sales  slip  in  a  pending  file  un- 
til the  cash  is  received  from  the  purchaser. 

5.  If  a  sales  slip  is  voided,  the  original  and  duplicate  copies  will 
be  retained  until  the  next  examination  by  the  State  Auditor  has 
been  completed. 

6.  The  treasurer  or  bookkeeper  will  enter  in  the  accounts  receivable 
ledger  in  the  account  headed  "Sales"  every   sales  slip  whether  cash 
or  charge.  These  charges  will  be  included  in  the  accounts  which 
will  be  listed  in  the  agency  Trial  Balance  Book  for  all  accounts 
receivable  at  the  end  of  each  month. 

7.  All  cash  received  on  account  of  sales  will  be  entered  in  the  Sales 
column  on  the  receipts  side  of  the  cash  book.  At  the  end  of  each 
month  this  column  will  be  totaled  and  become  the  basis  for  a  credit 
entry  to  the  "Accounts  Receivable"  account  in  the  General  Ledger  of 
the  Spending  Agency. 
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ACCOUNTS  RECEIVABLE  OR  BOARD  LEDGER 

A.  Description  of  Form  -  The  Accounts  Receivable  or  Board  Ledger,  Form  CD-3, 
is  a  loose-leaf  book  for  recording  board  of  patients,  sales,  and  all 
other  items  of  department,  division  or  institution  income.  The  forms  and 
binder  are  available  for  requisition  from  the  Purchasing  Agent's  Division 
Supply  Unit. 

1.  A  separate  sheet  will  be  used  for  each  source  of  income. 

2.  Spaces  are  provided  in  the  heading  of  the  form  in  which  to  enter  in- 
formation pertaining  to  each  account. 

B.  Billings  for  Board  -  Billings  for  board  are  made  on  a  standard  triplicate 
billhead,  made  up  of  forms  CD-20,  white;  CD-20A,  buff;  and  CD-20B,  pink; 
which  is  available  for  requisition  from  the  Purchasing  Agent's  Division 
Supply  Unit. 

C    Entries  by  Spending  Agency  -  Entries  in  the  Charge  section  of  the  ledger 
are  made  from  sales  slips,  bills  and  receipts  vouchers.  Entries  in  the 
Credit  section  are  made  by  postings  from  the  cash  book  or,  in  the  case 
of  an  adjustment  or  a  charge-off,  by  journal  entry. 

D.   Closing  at  End  of  Month  -  At  the  end  of  each  month  all  accounts  will  be 
footed  and  balanced.  The  current  month's  charges  and  balance  in  each 
account  will  be  listed  in  a  Trial  Balance  Book  in  the  two  columns  headed 
for  each  month  as  follows: 

Month 


E. 


Charges 


Balance 


1.  An  adding  machine  tape  will  be  prepared  listing  all  bills  and  sales 
slips  rendered  during  the  month.  The  total  must  be  in  agreement 
with  the  total  of  the  Charge  column  in  the  trial  balance  book.  A 
journal  entry  will  then  be  prepared  as  follows: 

Debit:  Accounts  Receivable 

Credit:  Department  ) 

Division   )  Income 
Institution) 

2.  The  total  of  the  "Balance"  column  in  the  trial  balance  book  must  be 
in  agreement  with  the  "Accounts  Receivable"  control  account  in  the 
Agency's  General  Ledger. 

Overdue  Accounts  -  If  an  account  is  overdue  and  efforts  to  collect  the 
balance  are  not  producing  satisfactory  results  the  account  should  be  re- 
ferred to  the  Attorney  General  for  collection  upon  the  expiration  of  six 
months  after  the  date  on  which  the  claim  became  established.  A  "Collec- 
tion Referral  Form",  obtainable  from  the  Collections  Division  of  the 
Attorney  General's  Department,  is  the  only  form  which  may  be  used  for 
such  referrals. 
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ACCOUNTS  RECEIVABLE  OR  BOARD  LEDGER  (Continued) 

E.  Overdue  Accounts  (Continued) 

1.  Accounts  referred  to  the  Attorney  General  should  be  removed  from  the 
Active  section  of  the  ledger  and  placed  in  the  Suspense  section  of 
the  ledger.  When  accounts  are  placed  in  the  Suspense  section  the 
following  journal  entry  will  be  made  and  posted  at  the  General 
Ledger: 

Debit:  Suspense  Accounts  Receivable 
Credit:  Accounts  Receivable 

2.  If  the  Attorney  General  collects  the  amount  due  or  collects  part  and 
states  that,  in  his  opinion,  the  balance  is  uncollectible,  or  if  he 
states  that  in  his  opinion  the  complete  amount  is  uncollectible,  the 
account  will  be  removed  from  the  Suspense  section  of  the  ledger  and 
placed  in  the  Active  section  of  the  ledger.  A  notation  will  be  made 
in  the  Remarks  column  of  the  account  on  the  same  line  with  the  amount 
charged  off,  showing  the  date  of  the  Attorney  General's  letter  which 
served  as  the  basis  for  the  charge  off. 

a.  The  following  journal  entry  will  be  made  to  transfer  the  account 
from  the  Suspense  section  of  the  accounts  receivable  ledger  to 
the  active  section: 

Debit:  Accounts  Receivable 

Credit:  Suspense  Accounts  Receivable 

b.  The  following  journal  entry  will  be  made  in  the  cash  book  to 
record  the  amount  of  cash  received  via  the  Attorney  General: 

Debit:  Cash 

Credit:  Accounts  Receivable 

c.  The  following  journal  entry  will  be  made  to  record  the  amount 
charged  off  as  uncollectible: 

Debit:  Clearing  Account  -  Prior  Accounts  Receivable 

or 
Department  ) 
Division   )   Income 
Institution) 

Credit:  Accounts  Receivable 

F.  Adjustment  of  "Clearing  Account  -  Prior  Accounts  Receivable" -The  balance 
of  the  "Clearing  Account  -  Prior  Accounts  Receivable"  account  will  be  ad- 
justed at  the  end  of  each  fiscal  year  to  agree  with  the  outstanding  ac- 
counts receivable  on  the  books  of  the  spending  agency.  The  entry  made  to 
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ACCOUNTS  RECEIVABLE  OR  BOARD  LEDGER  (Continued) 

F.   Adjustment  of  "Clearing  Account  -  Prior  Accounts  Receivable"  (Continued) 

effect  this  adjustment  will  be  prepared  by  the  Spending  Agency  with  the 
other  closing  journal  entries.  This  account  is  not  affected  by  cash  re- 
ceived during  the  year  as  payment  of  accounts  receivable. 

1.  When  the  amount  carried  as  accounts  receivable  at  the  end  of  a  fiscal 
year  is  less  than  at  the  end  of  the  previous  fiscal  year,  the  follow- 
ing journal  entry  will  be  prepared  and  posted  to  the  General  Ledger: 

Debit:  Clearing  Account  -  Prior  Accounts  Receivable 

Credit:  Institution) 

Department  )  Income 
Division   ) 

2.  If  the  amount  of  the  outstanding  accounts  receivable  at  the  end  of 
the  current  fiscal  year  is  greater  than  at  the  end  of  the  previous 
fiscal  year,  the  above  entry  would  be  reversed. 
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CASH  BOOK 

A.  Description  of  Form  -  The  standard  Cash  Book  may  be  obtained  from  the 
Purchasing  Agent's  Division  Supply  Unit.  Provision  is  made  on  both  the 
Receipts  and  Disbursements  sides  of  this  book  for  recording  the  date, 
name  and  folio.  Five  money  columns  are  also  provided. 

1.  The  money  columns  may  be  utilized  by  each  spending  agency  as  their 
particular  needs  may  require.  The  last  money  column  on  both  the 
Receipts  and  Disbursements  sides  of  the  Cash  Book  should  be  headed 
General  Ledger  and  reserved  for  items  which  do  not  recur  frequently 
enough  to  warrant  the  use  of  a  separate  column  for  that  purpose. 

2.  The  first  column,  on  the  Receipts  side  of  the  Cash  Book,  may  be 
utilized  for  "Payroll  Advances"  the  second  column  for  "Advances  by 
State  Treasurer",  the  third  column  for  a  specific  type  of  income, 
the  fourth  column  for  all  other  income  and  the  fifth  column  for  the 
miscellaneous  items  referred  to  above. 

3.  The  first  column,  on  the  Disbursements  side  of  the  Cash  Book,  may  be 
utilized  for  "Payroll  Advances",  the  second  column  for  "Advances  by 
State  Treasurer",  the  third  column  for  "Funds  Transferred  to  State 
Treasurer",  the  fourth  column  for  any  other  type  of  disbursement 
which,  due  to  the  frequency  of  occurrence,  warrants  the  use  of  a 
column  and  the  fifth  column  for  the  miscellaneous  items  referred  to 
above. 

4.  Sufficient  information  should  be  shown  in  the  folio  column  on  the  Re- 
ceipts side  of  the  Cash  Book  when  recording  items  of  cash  receipts  to 
permit  the  tracing  of  each  such  item  directly  to  a  bank  deposit  ticket 
and  from  there  to  the  bank  statement.  (Each  bank  is  identified  by  a 
number,  e.g.  The  First  National  Bank  of  Boston  is  identified  by  the 
numbers  5-39.  Each  check  drawn  against  the  bank  has  these  numbers 
printed  on  its  face  and  checks  drawn  against  other  banks  are  similar- 
ly identified).  These  bank  identification  numbers  should  be  recorded 
in  the  folio  column  on  the  line  on  which  a  check  is  entered.  Proper 
identification  should  also  appear  for  U.S.  Postal  Orders,  etc.  If 
cash  is  received,  a  symbol  indicating  that  fact  should  likewise  be 
shown  in  the  folio  column. 

B.  Cash  Book  Balance  to  be  Proved  Each  Day  -  The  Cash  Book  balance  should  be 
proved  each  day  with  the  amount  of  cash  on  hand,  in  bank  and/or  amounts 
deposited  with  State  Treasurer. 

C.  Receipts  and  Deposits  -  All  receipts  and  disbursements  should  be  entered 
chronologically  in  the  order  in  which  they  are  received  or  paid.  De- 
posits of  receipts  in  the  bank  or  with  the  State  Treasurer  must  be  inclu- 
sive of  all  items  received  since  the  last  previous  deposit.  When  a  de- 
posit slip  is  prepared,  pencil  footings  should  be  entered  in  the  Cash 
Book  under  the  last  items  of  receipts  included  in  the  deposit.  The  pen- 
cil footings  of  the  last  previous  deposit  should  be  deducted  from  the 
current  pencil  footings  and  the  difference  should  be  in  agreement  with 
the  amount  of  the  deposit  then  being  made.  Each  check  should  be  listed 
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CASH  BOOK  (Continued) 

C.  Receipts  and  Deposits  (Continued) 

separately  on  the  deposit  slip  and  should  show  the  number  designating  the 
identity  of  the  bank  on  which  drawn.  Each  deposit  slip  must  be  prepared 
in  duplicate.  The  duplicate  deposit  slip  must  be  receipted  by  the  bank. 

1.  Income  received  on  account  of  the  Commonwealth  will  be  deposited  in 
only  those  banks  which  have  been  approved  for  deposit  by  the  State 
Treasurer. 

2.  Section  27  of  Chapter  30  of  the  General  Laws  states,  in  part,  "Except 
as  otherwise  expressly  provided,  all  fees  or  other  money  received  on 
account  of  the  Commonwealth  shall  be  paid  daily  into  the  treasury 
thereof,  ...". 

3.  Income  money  received  during  a  particular  month  must  be  recorded  in 
in  the  Cash  Book  and  transmitted  to  the  Treasury  Department  during 
that  month. 

D.  Postings  to  General  Ledger 

1.  Receipts  -  The  total  cash  receipts  for  the  month  will  be  shown  as  one 
figure  for  purposes  of  posting  to  the  debit  side  of  the  control  ac- 
count "Cash"  in  the  General  Ledger.  The  total  of  the  column  "Payroll 
Advances"  will  be  posted  to  the  credit  side  of  the  control  account 
"Payroll  Advances"  in  the  General  Ledger.  The  total  of  the  column 
"Advances  by  State  Treasurer"  will  be  posted  to  the  credit  side  of 
the  control  account  "Advances  by  State  Treasurer"  in  the  General  Led- 
ger. If  the  agency  has  used  more  than  one  column  for  recording  re- 
ceipts on  account  of  income,  the  sum  of  the  columns  will  be  shown  as 
one  figure  for  purposes  of  posting  to  the  credit  side  of  the  control 
account  "Accounts  Receivable"  in  the  General  Ledger.  Items  shown  in 
the  column  captioned  "General  Ledger"  (miscellaneous)  may  be  summa- 
ried  at  the  end  of  the  month  for  posting  as  credits  to  the  various 
accounts  affected  or  may  be  posted  currently  during  the  month. 

2.  Disbursements  -  The  total  cash  disbursements  for  the  month  will  be 
shown  as  one  figure  for  purpose  of  posting  to  the  credit  side  of  the 
control  account  "Cash"  in  the  General  Ledger.  The  total  of  the  col- 
umn "Payroll  Advances"  will  be  posted  to  the  debit  side  of  the  con- 
trol account  "Payroll  Advances"  in  the  General  Ledger.  The  total  of 
the  column  "Advances  by  State  Treasurer"  will  be  posted  to  the  debit 
side  of  the  control  account  "Advances  by  State  Treasurer"  in  the  Gen- 
eral Ledger.  The  total  of  the  column  "Funds  Transferred  to  the  State 
Treasurer"  will  be  posted  to  the  debit  side  of  the  control  account 
"Funds  Transferred  to  State  Treasurer"  in  the  General  Ledger.  Items 
shown  in  the  column  captioned  "General  Ledger"  (miscellaneous)  may  be 
summarized  at  the  end  of  the  month  for  posting  as  debits  to  the  var- 
ious accounts  affected  in  the  General  Ledger  or  may  be  posted  cur- 
rently during  the  month. 
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CASH  BOOK  (Continued) 
Postings  to  General  Ledger  (Continued) 

3.  Totals,  for  posting  purposes,  in  the  Cash  Book  should  be  staggered 
so  that  the  title  of  the  account  to  which  a  total  will  be  posted  may 
be  shown  on  the  same  line  with  the  total. 

Closing  at  End  of  Month  -  At  the  end  of  each  month  the  columns  will  be 
totaled.  After  the  total  cash  receipts  for  the  month  have  been  deter- 
mined, the  Cash  Book  balance  at  the  beginning  of  the  month  will  be  re- 
corded and  added  to  the  total  receipts  to  determine  the  cash  account- 
able ity. 

1.  After  the  total  cash  disbursements  have  been  determined,  the  Cash 
Book  balance  at  the  end  of  the  month  will  be  computed  by  subtracting 
the  total  dusbursements  from  the  cash'accountability.  This  balance 
will  then  be  recorded  and  added  to  the  total  disbursements.  The  sum 
of  the  two  must  agree  with  the  figure  shown  as  cash  accountability 
on  the  Receipts  side  of  the  Cash  Book. 

2.  The  Cash  Book  balance  at  the  end  of  the  month  represents  the  differ- 
ence between  the  total  cash  receipts  plus  beginning  balance  and  the 
total  cash  disbursements.  However,  this  figure  cannot  be  assumed  to 
be  correct  until  the  spending  agency  has  counted  the  actual  cash  on 
hand  and  reconciled  its  records  to  the  bank  and/or  State  Treasurer's 
statement  for  the  month.  Each  spending  agency  having  a  Cash  Book  is 
required  to  make  such  reconciliation  and  it  must  be  done  as  soon  as 
possible  after  the  statements  are  received.  A  notation  of  the  anal- 
ysis showing  the  Cash  on  Hand  in  bank  and/or  on  deposit  with  the 
State  Treasurer  should  then  be  shown  on  the  Disbursements  side  of 
the  Cash  Book  and  the  sum  must  agree  with  the  Cash  Book  balance  at 
the  end  of  month  before  the  spending  agency  may  consider  the  Cash 
Book  closed  and  balanced  for  the  month. 

Industrial  Accident  Refunds  -  Industrial  Accident  refunds  should  be  cred- 
ited to  the  account  "Industrial  Accident  Suspense  Fund"  on  the  receipts 
side  of  the  Cash  Book  with  the  amount  of  refunds  received  from  employees 
and  debited  on  the  disbursements  side  (1)  with  amounts  paid  to  employees 
as  adjustments  due  the  employee  including  that  for  excessive  retirement 
deductions  and  (2)  with  amounts  transmitted  to  the  State  Treasurer  as 
Payroll  Refunds  resulting  from  Industrial  Accident  cases.  (Also  refer 
to  Payroll  Reference  Manual  under  this  subjuect). 

Patients'  Fund  Cash,  etc.  -  Spending  agencies  that  are  the  temporary  cus- 
todians of  special  funds  will  not  record  receipts  or  disbursements  of 
such  monies  in  the  general  cash  book.  Agencies  that  have  Patients'  Funds, 
Prisoners'  Funds,  Escrow  Retirement  Funds,  Bond  Funds,  etc.  will  record 
receipts  and  disbursements  in  separate  cash  books  provided  for  this  pur- 
Pose.  At  the  close  of  each  month  the  total  receipts  and  total  disburse- 
ments for  the  month  will  be  posted  from  the  respective  cash  books  to  the 
General  Ledger  control  accounts  affected. 
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CASH  BOOK  (Continued) 

H.    Advances  to  Employees  -  Advances  to  employees  from  the  agency's  advance 
fund  for  purposes  of  travel,  etc.,  should  not  be  entered  in  the  Cash  Book. 
The  signed  receipt  given  by  the  employee  at  the  time  of  accepting  the  ad- 
vance will  be  retained  by  the  custodian  of  the  advance  fund  and  will  be 
considered  as  a  cash  item  when  balancing  the  advance  cash. 

1.  When  the  advance  has  been  returned  or  accounted  for  by  the  employee, 
either  by  the  submission  of  a  voucher  and/or  cash  to  the  custodian 
of  the  advance,  the  signed  receipt  previously  received  from  the 
employee  will  be  returned  to  him.  When  the  voucher  covering  the 
amount  actually  expended  is  submitted  to,  the  Comptroller's  Division 
on  a  Return  of  Advance  CD-21,  an  entry  will  be  made  on  the  Disburse- 
ments side  of  the  Cash  Book.  If  a  Travel  Expense  Voucher,  Form  CD-18, 
is  submitted  by  the  employee  as  his  accounting  for  the  amount  expend- 
ed, it  must  be  signed  by  him  after  the  words  Received  Payment,  and 

he  will  also  sign  the  certification  in  the  lower  section  of  the 
voucher.  If  any  other  type  of  voucher  is  submitted  by  the  employee, 
this  must  also  be  signed  by  him. 

2.  The  repayment  of  cash,  by  an  employee,  will  be  returned  to  the  Ad- 
vance Fund  but  no  entry  is  necessary  on  the  books  of  the  spending 
agency  for  this  amount. 

a.   Spending  agencies  that  are  on  the  State  Treasurer's  "Centralized 
(Bradford)  Checking  Account  Service"  will  return  unused  funds 
(received  from  an  employee)  to  the  Advance  Fund  by  forwarding  the 
funds  (check  or  money  order)  to  the  State  Treasurer  with  a  letter 
of  explanation. 

I-    Bid  Deposits  -  Spending  agencies  that  receive  bid  deposits  and  deposits 
on  plans  and  specifications  must  record  such  receipts  in  the  cash  receipts 
book.  These  receipts  will  be  deposited  by  the  agency  pending  outcome. 
Returns  made  to  depositors  and  forfeitures  of  bids  will  be  recorded  in  the 
cash  disbursements  book.  Forfeitures  of  such  bids  will  be  forwarded 
promptly  to  the  State  Treasurer  as  Miscellaneous  Income. 

1.  If  the  activity  of  bid  deposits  and  deposits  on  plans  and  specifica- 
tions warrant  it,  a  separate  cash  book  should  be  maintained  for  this 
purpose. 

2.  If  bids  are  recorded  in  the  regular  cash  book,  the  following  cash 
book  entries  will  be  made: 

Debit:  Cash 

Credit:  Bid  Deposits 

To  record  receipt  of  bid  and/or  plans  and  specifications 
deposits. 
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CASH  BOOK  (Continued) 
I.   Bid  Deposits  (Continued) 

2.  (Continued) 

Debit:  Bid  Deposits 

Credit:  Cash 

To  record  returns  made  to  depositors  or  forfeitures 
forwarded  to  State  Treasurer. 

a.   When  forfeitures  are  forwarded  to  the  State  Treasurer  the  fol- 
lowing journal  entry  will  also  be  necessary: 

Debit:  Accounts  Receivable 

Debit:  Funds  Transferred  to  State  Treasurer 

Credit:  Department  ) 

Institution)  T„^„mn 
n.  .  .  (  Income 
Division   ) 

College    ) 

Credit:  Accounts  Receivable 

3.  If  a  separate  cash  book  is  maintained,  the  following  cash  book  en- 
tries will  be  made: 

Debit:  Bid  Deposit  Cash 

Credit:  Bid  Deposits 

To  record  receipt  of  bid  and/or  plans  and  specifications 
deposits. 

Debit:  Bid  Deposits 

Credit:  Bid  Deposit  Cash 

To  record  returns  made  to  depositors  or  forfeitures  for- 
warded to  State  Treasurer. 

a.   Forfeiture  of  bids  will  be  recorded  in  the  regular  cash  book  as 
follows: 

Debit:  Cash 
Credit:  Accounts  Receivable  (Miscellaneous  Income) 

To  record  receipt  of  bid  deposits  and/or  bids  on  plans  and 
specifications  which  have  been  forfeited. 
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CASH  BOOK  (Continued) 
I.    Bid  Deposits  (Continued) 

3.  (Continued) 

a.  (Continued) 

Debit:  Funds  Transferred  to  State  Treasurer 

Credit:  Cash 

To  record  transfer  of  forfeited  bid  deposits  and/or  bids 
on  plans  and  specifications  to  the  State  Treasurer. 

b.  Forfeiture  of  bids  will  require  this  journal  entry  be  posted  to 
the  General  Ledger. 

Debit:  Accounts  Receivable 

Credit:  Department  ) 

Institution)  r„„nmn 
n.  .  .  (  Income 
Division   ) 

College    ) 

To  record  as  income  amount  of  bid  deposits  and/or  bids  on 
plans  and  specifications  forfeited. 

c.  Receipts  Voucher  is  posting  medium  for  charge  to  Accounts  Re- 
ceivable (Miscellaneous  Income). 

4.  The  custodian  of  the  above-mentioned  bid,  plan  and  specification  de- 
posits should  be  a  bonded  employee  of  the  Commonwealth. 

J.    Bad  Checks  -  When  notification  is  received  from  the  State  Treasurer  that 
a  check  involving  "State  Income"  has  been  returned  due  to  insufficient 
funds,  it  will  be  necessary  to  record  it  as  a  charge  to  Accounts  Receiv- 
able and  to  decrease  the  amount  of  revenue  that  had  been  transferred  to 
the  State  Treasurer.  Prepare  the  following  journal  entry  and  post  it  to 
the  control  and  subsidiary  records  of  the  spending  agency: 

Debit:  Accounts  Receivable 

Credit:  Funds  Transferred  to  State  Treasurer 

1.  When  notification  is  received  from  the  bank  with  whom  the  spending 
agency  deposits  funds  that  a  check  involving  "State  Income"  has  been 
returned  due  to  insufficient  funds,  one  of  the  following  courses  of 
action  will  be  taken  depending  upon  whether  the  deposit  has  been 
transmitted  to  the  State  Treasurer: 
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19 
CASH  BOOK  (Continued) 
J.    Bad  Checks  (Continued) 
1.  (Continued) 

a.  Deposit  Transmitted  to  State  Treasurer 

(1)  Submit  a  Refund  of  Receipts  Voucher,  Form  CD-19,  for  the 
amount  of  the  bad  check,  and  upon  receipt  of  the  check 
from  the  State  Treasurer,  deposit  it  in  the  spending  agency 
bank  account. 

(2)  It  will  be  necessary  to  record  it  as  a  charge  to  Accounts 
Receivable  on  the  records  of  the  spending  agency  and  to 
reduce  the  amount  of  revenue  that  had  been  transferred  to 
the  State  Treasurer.  Prepare  the  following  journal  entry 
and  post  it  to  the  control  and  subsidiary  records  of  the 
spending  agency: 

Debit:  Accounts  Receivable 

Credit:  Funds  Transferred  to  State  Treasurer 

b.  Deposit  Not  Transmitted  to  State  Treasurer 

(1)  Enter  amount  of  bad  check  on  disbursements  side  of  cash 
book  as  a  credit  to  Cash  and  in  the  General  Ledger  column 
as  debit  to  Accounts  Receivable.  Post  to  the  Accounts 
Receivable  control  and  subsidiary  accounts. 

K.    Bank  Statements  -  Bank  Statements  should  be  reconciled  to  the  agency's 

records  at  the  earliest  possible  time  after  their  receipt.  If  such  recon- 
ciliations are  not  maintained  on  a  current  basis,  it  becomes  progressive- 
ly more  difficult  to  execute  such  reconciliation  and  the  agency  is  left 
in  the  position  of  not  knowing  if  their  check  book  balance  is  correct. 
The  correctness  of  the  check  book  balance  is  an  important  consideration 
in  conducting  the  agency's  business  transactions  and  should  not  be  left 
unreconciled  for  any  extended  period  of  time. 

1.  Spending  Agencies,  whose  advance  requests  are  credited  to  the  agency 
on  the  State  Treasurer's  records,  do  not  receive  a  check  from  the 
State  Treasury.  Statements  received  from  the  State  Treasurer,  show- 
ing the  balance  remaining  in  an  agencies  advance  account  based  on  the 
State  Treasurer's  records,  should  be  reconciled  to  the  Spending  Agen- 
cies records  immediately  upon  receipt.  Variances  must  be  resolved 
without  delay. 


19-7 


20 
RECEIPTS  VOUCHERS 

A.  Money  Received  on  Account  of  the  Commonwealth  -  Article  63,  Section  .1  of 
the  Constitution  of  the  Commonwealth  of  Massachusetts  reads:  "All  money 
received  on  account  of  the  Commonwealth  from  any  source  whatsoever  shall 
be  paid  into  the  Treasury  thereof". 

1.  Money  received  on  account  of  the  Commonwealth  must  not  be  used  under 
any  circumstances  for  the  purpose  of  cashing  checks  for  employees  or 
any  other  individuals. 

B.  Receipts  Code  -  All  money  paid  into  the  State  Treasury  will  be  classified 
according  to  a  ten  digit  code.  This  code  has  been  designed  to  identify 
receipts  as  follows: 

0000  Fund  and  Spending  Agency 

-00  Source 

-00  Type 

-00  Effect 

1.  The  first  two  digits  of  the  code  designate  the  fund.  However,  in  the 
general  fund,  the  first  two  digits  of  the  code  indicate  the  depart- 
ment. The  next  two  digits  indicate  the  division,  institution  or  ac- 
tivity within  the  department  or  fund. 

2.  The  fifth  and  sixth  digits  designate  the  principal  source  of  receipts, 
such  as  Taxes,  Fees,  Rents,  Sales,  etc. 

3.  The  seventh  and  eighth  digits  are  provided  so  that  similar  types  of 
income  may  be  segregated,  such  as  Rents  -  Camp  Curtis  Guild;  Rents  - 
Camp  Edwards,  etc. 

4.  The  ninth  and  tenth  digits  are  provided  to  indicate  the  action  to  be 
taken  on  the  accounts  of  the  spending  agencies  by  the  Comptroller's 
Division. 

C.  Definitions  of  Sources  of  Receipts  -  The  fifth  and  sixth  digits  of  the 
receipts  code  designating  the  principal  source  of  receipts  are  grouped 
as  follows: 

Source 

01-19    Taxes 

30-39    Surtaxes 

Includes  revenue  received  through  taxation  for  the  support 


40      Fees 


of  government. 

Includes  revenue  received  on  account  of  charges  fixed  by 
law  or  authorized  to  be  fixed  by  a  spending  agency. 
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20 
RECEIPTS  VOUCHERS  (Continued) 
C.    Definitions  of  Sources  of  Receipts  (Continued) 


41 


Fines  and  Penalties  (Except  Court  Generated  -  See  42  Below) 
Inculudes  fines  received  as  pecuniary  punishment  imposed 
for  the  neglect  of  duty  or  for  the  commission  of  an 
offense. 

Includes  forfeits  received  from  the  loss  of  the  right  to 
money  deposited. 

Includes  penalties  received  which  are  the  forfeit  to  which 
a  person  binds  himself  in  case  he  should  default  in  ful- 
filling stipulations  or  imposed  for  breach  of  rules. 

42      Court  Revenue 

Includes  all  revenue  generated  by  court  action. 

50-59    Gifts,  Grants  and  Contributions 

Includes  gifts  made  to  the  Commonwealth. 

Includes  amounts  received  by  the  Commonwealth  from  cities 
and  towns  and  the  Federal  Government  to  aid  in  the  support 
of  a  specific  function  of  government. 

Includes  contributions  and  donations  received  from  private 
and  public  sources  for  use  in  general  Governmental  activ- 
ities. 

Includes  repayment  of  loans  and  gratuities. 

60  Interest  and  Income 

Includes  revenue  received  on  account  of  money  on  deposit, 
invested  or  loaned. 

61  Licenses  and  Permits 

Includes  revenue  received  from  individuals,  corporations 
or  others  for  the  privilege  of  engaging  in  business,  exer- 
cising a  franchise  or  exacted  for  the  purpose  of  regulation. 

62  Reimbursement  for  Services  (Other  than  Federal  Government) 

Includes  revenue  received  on  account  of  charges  made  for 
board,  meal  tickets,  or  for  services  rendered. 

63  Rents 

Includes  revenue  received  from  use  of  property. 

Includes  percentages  received  from  concessions,  telephone 
commissions  and  rents  paid  by  employees. 

64  Sales 

Includes  revenue  received  from  the  sale  of  real  or  personal 
property,  scrap,  obsolete  equipment,  manufactured  goods,  etc 
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20 
RECEIPTS  VOUCHERS  (Continued) 

C.   Definitions  of  Sources  of  Receipts  (Continued) 

65  Special  Assessments 

Includes  revenue  received  as  compulsory  contributions 
levied  against  local  units  of  government,  groups  or 
against  particular  pieces  of  property  to  defray  the  cost 
of  specific  public  improvements  or  particular  public  serv- 
ices. 

66  Unclaimed  Deposits  and  Escheat 

Includes  unclaimed  deposits  required  to  be  paid  into  the 
State  Treasury  and  unclaimed  money  or  property  that  has 
reverted  to  the  Commonwealth. 

67  Reimbursement  for  Services  -  Federal  Government 

Includes  revenue  received  from  Federal  Government  as  rei- 
bursement  for  work  or  services  performed. 

68  Forfeitures  -  Ch.  94C,  S.47,  G.L. 

69  Miscellaneous 

Includes  all  revenue  received  not  included  under  any  other 
Classification. 

Includes  prior  year  refunds,  reimbursement  for  witness  fees 
and  jury  duty,  damages  to  state  property,  and  reimbursement 
for  lost  state  property. 

71  Contributions 

Includes  donations  and  gifts  from  private  and  public  sources 
for  object  of  trust  activities. 

72  Trusts 

Includes  deposits,  transfers  and  withholdings  from  private 
and  public  sources  for  object  of  trust  activities. 

90  Inter  Fund  Receipts 

Include  amounts  transferred  from  other  funds  which  are  to 
be  classified  as  reduction  of  expenditures. 

91  Intra  Fund  Receipts 

Includes  receipts  on  account  of  transfers  within  a  fund. 

92  Investments 

Includes  amounts  received  (book  value)  from  investments 

sold  or  matured. 

93  Non  Revenue 

Includes  receipts  that  do  not  constitute  revenue. 

94  Sale  of  Bonds  and  Notes 

Includes  amounts  received  (par  value)  from  bonds  and  notes 
issued  by  the  Commonwealth  but  excluding  amounts  received 
on  account  of  temporary  notes. 

20-3 


20 
RECEIPTS  VOUCHERS  (Continued) 

C.  Definitions  of  Sources  of  Receipts  (Continued) 

95  Transfer  Receipts 

Includes  amounts  authorized  by  law  to  be  received  from  an- 
other fund  to  cover  its  share  of  an  appropriation;  also 
amounts  transferred  from  one  fund  to  another  in  the  Revolv- 
ing, Trust,  Agency,  etc.,  group. 

96  Temporary  Notes 

Includes  the  par  value  of  temporary  notes  issued. 

97  Entrustments 

Includes  cash  or  securities  deposited  as  required  by  law 
as  guarantee  of  performance  or  payment  of  benefits,  and 
also  such  items  in  a  transient  stage  (stock  dividends,  etc.). 

D.  Classification  of  Receipts  -  Money  received  on  account  of  the  Commonwealth 
which  is  to  be  paid  into  the  State  Treasury  must  be  segregated  into  seven 
classifications  as  follows: 

Spending  Agency  Income 

Fund  Receipts 

Refunds  Current  Year 

Refunds  Current  Year  -  Prior  Fiscal  Years'  Expenses 

Refunds  Current  Year  -  Prior  Fiscal  Years'  Deficiencies 

Refunds  Accounts  Payable 

Repayment  of  Cash  Advances 

1.  A  separate  recipts  voucher  must  be  used  for  reporting  monies  trans- 
ferred to  the  State  Treasurer  on  account  of  each  of  the  above  classi- 
fications. This  is  essential  for  bookkeeping  purposes. 

E-    Reporting  Receipt  Account  Numbers  by  Fund  -  The  Commonwealth  of  Massachu- 
setts earmarks  its  revenue  for  specific  purposes.  This  is  peculiar  to 
government  and  is  called  "Funding".  Each  expenditure  account  is  identi- 
fied with  a  particular  fund.  When  expenditure  refunds  and  cash  repayments 
of  advances  are  submitted  to  the  State  Treasurer,  they,  too,  must  be  iden- 
tified by  fund.  The  table  listed  below  of  receipt  accounts  identify  the 
fund  and  type  of  receipt.  These  account  numbers,  where  applicable,  must 

be  entered  on  the  Receipts  Voucher  in  the  "Receipt  Account  No. " 

space  in  the  lower  part  of  the  form  or  on  a  Payroll  Refund  Receipt  Voucher 
in  the  "Receipt  Account  No.  "  space  in  the  upper  part  of  the  form. 

1.  Fund  Numbers  Applying  to  Payroll  Refund  Receipts  Vouchers,  Form  CDJ9A 
As  an  example  of  the  use  of  the  table  listed  below,  if  a  Current  Year 
Refund  is  being  submitted  against  a  payment  previously  made  in  an  ac- 
count in  the  General  Fund,  the  number  to  be  used  is  2485-93-01-10. 
This  number,  used  by  all  such  agencies,  serves  to  identify  the  amount 
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20 
RECEIPTS  VOUCHERS  (Continued) 
E.   Reporting  Receipt  Account  Numbers  by  Fund  (Continued) 

1.  (Continued) 

as  a  Current  Year  Refund  for  accounts  in  the  General  Fund.  On  the 
other  hand,  if  a  Current  Year  Refund  applies  against  a  Federal  Grant 
payment,  the  number  would  be  4499-93-01-10,  or  if  against  a  payment 
in  an  Expendable  Trust  Fund  the  number  would  be  6499-93-01-10. 
Agencies  should  first  check  the  activity  account  number  in  the  lower 
left  corner  against  which  the  refund  applies,  ascertain  the  fund  the 
activity  is  in,  and  make  sure  the  Receipts  Account  number  applies  to 
that  specific  fund.  (If  the  refund  is  to  be  credited  to  Miscellaneous 
Income,  the  agency's  ten-digit  Miscellaneous  Income  Account  should  be 
listed  on  the  line  "Receipt  Account  No."  of  the  Payroll  Refund  Re- 
ceipts Voucher.) 

2.  Fund  Numbers  Applying  to  Receipts  Vouchers,  Form  CD-29  -  Agencies  must 
fill  in  the  correct  receipt  account  number  on  the  line  reading  "Re- 
ceipt Account  No."  in  the  lower  part  of  the  Receipts  Voucher  to  pro- 
perly identify  the  type  of  refund  being  made.  If  it  is  a  Current  Year 
Refund  being  made  against  a  General  Fund  payment,  the  number  to  be 
placed  on  this  line  will  be  2485-93-01-10;  if  a  repayment  of  advance 
the  number  will  be  2485-93-03-13.  The  number  to  be  used  depends  upon 
the  type  of  refund  being  made  and  the  fund  it  applies  to.  Agencies 
should  accordingly  make  sure  the  number  used  applies  to  the  type  of 
refund  being  submitted  and  that  it  correctly  identifies  the  fund  in 
accordance  with  the  table  listed  below. 

3.  Fund  Separation  -  No  more  than  one  fund  should  be  reported  on  a  Re- 
ceipts Voucher  or  Payroll  Refund  Receipts  Voucher.  In  other  words, 
separate  Receipts  Vouchers  should  be  prepared  when  reporting  monies 
transferred  to  the  State  Treasurer  on  account  of  the  General  Fund, 
Federal  Grants,  etc.  Neither  should  a  Current  Year  Refund  pertaining 
to  the  General  Fund  be  combined  with  a  Current  Year  Refund-Federal 
Grants,  etc.  However,  as  long  as  they  pertain  to  the  same  fund,  as 
many  items  as  necessary  may  be  included  on  the  one  voucher. 

Current  Year       Current  Year       Cash  Repayment 
Fund  Refunds     Refunds-Accounts  Payable   of  Advances 

General  2485-93-01-10  2485-93-02-11  2485-93-03-13 

Highway  2985-93-01-10  2985-93-02-11  2985-93-03-13 

Inland  Fisheries  &  Game  3385-93-01-10  3385-93-02-11  3385-93-03-13 

Mosquito  Greenhead  Fly  3985-93-01-10  3985-93-02-11  3985-93-03-13 

State  Recreation  Areas  4085-93-01-10  4085-93-02-11  4085-93-03-13 

federal  Grants  4499-93-01-10          None  4499-93-03-13 

^employment  Compensation  5010-93-01-10          None  None 
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20 
RECEIPTS  VOUCHERS  (Continued) 
E.    Reporting  Receipt  Account  Numbers  by  Fund  (Continued) 
3.  Fund  Separation  (Continued) 

Current  Year       Current  Year       Cash  Repayment 
Fund  Refunds    Refunds-Accounts  Payable   of  Advances 

Sttte  Employees  Annuities  5110-93-01-10         None  None 

Teachers  Annuities      5210-93-01-10         None  None 

Teachers  Retirement     5310-93-01-10         None  None 

Military  Accumulation 

Federal  Insurance       5410-93-01-10         None  None 

Contribution 

State  Employees        5510-93-01-10         None   -  None 

Military  Accumulation 

Purchasing  Agent's      5810-93-01-r         None  5810-93-03-13 

Supply  Fund 

None  6499-93-03-13 
None  None 

None  6999-93-03-13 
None  None 

None  None 


None  7685-93-03-13 

None  7785-93-03-13 


Expendable  Trusts 

6499-93-01-10 

Non-Expendable  Trusts 

None 

Agency 

6999-93-01-10 

State  Lottery 

7099-93-01-10 

Suspense 

7299-93-01-10 

Bond  Funds: 

State  Recreation  Areas 

7685-93-01-10 

Highway 

7785-93-01-10 

Inland  Fisheries 
and  Game 

7885-93-01-10 

General 

8485-93-01-10 

Metropolitan  District 
Commission: 

Trust 

8585-93-01-10 

Parks 

8685-93-01-10 

Sewerage 

8785-93-01-10 

Water 

8985-93-01-10 

Bonds: 

Parks 

9085-93-01-10 

Sewerage 

9185-93-01-10 

Water 

9285-93-01-10 

None  7885-93-03-13 

None  8485-93-03-13 


None  8585-93-03-13 

8685-93-02-11  8685-93-03-13 

8785-93-02-11  8785-93-03-13 

8985-93-02-11  8985-93-03-13 

None  9085-93-03-13 

None  9185-93-03-13 

None  9285-93-03-13 
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RECEIPTS  VOUCHERS  (Continued) 

F.  Receipts  Voucher,  Form  CD-29,  to  Document  Deposits  Made  With  State 
Treasurer  -  All  money  received  on  account  of  the  Commonwealth  paid  in  to 
the  State  Treasury  must  be  supported  by  a  Receipts  Voucher,  Form  CD-29. 
In  cases  where  spending  agencies  submit  to  the  State  Treasury  receipted 
copies  of  deposit  slips  representing  direct  deposits  in  banks  for  credit 
to  the  Commonwealth,  a  receipts  voucher  must  accompany  the  deposit  slip. 

1.  A  Receipt  Voucher  marked  "WIRE  TRANSFER"  must  be  sent  to  the  State 
Treasurer  to  account  for  funds  that  had  been  wire-transferred  by  a 
Spending  Agency  to  the  State  Treasurer. 

2.  Certain  funds  are  neither  deposited  with  the  State  Treasurer  on  a  Re- 
ceipt Voucher  nor  wire-transferred  to  the  State  Treasurer  followed 

by  the  submission  of  a  Receipt  Voucher.  These  funds  are  deposited  in 
a  local  bank  to  the  credit  of  a  unique  bank  account  number  for  each 
ten-digit  Receipt  Account  Number.  The  deposits  are  automatically 
credited  to  the  Commonwealth  (State  Treasurer)  and  result  in  a  credit 
to  the  applicable  ten  digit  Receipt  Account  on  a  Receipt  Voucher  gen- 
erated by  the  State  Treasurer.  The  Spending  Agency  does  not  submit 
a  Receipts  Voucher  to  the  State  Treasurer  but  should  prepare  and  re- 
tain the  "Agency"  copy  of  a  Receipt  Voucher  for  internal  accounting 
control . 

G.  Preparation  of  Receipts  Voucher,  Form  CD-29  -  Receipts  Voucher,  Form  CD-29, 
will  be  prepared  in  triplicate.  The  Treasury  Department  copy  (No.  1)  and 
the  Comptroller's  Division  copy  (No.  2)  of  the  receipts  voucher  must  ac- 
company the  monetary  remittance  or  deposit  slips  submitted  to  the  State 
Treasurer  and/or  ,to  account  for  funds  wire-transferred.  The  Agency  copy 
(No.  3)  will  be  retained  by  the  spending  agency  unless  a  receipt  for  the 
deposit  is  required. 

1.  In  the  heading  of  the  receipts  voucher  will  be  entered  the  name  of  the 
spending  agency.  Space  is  also  provided  for  the  listing  of  the  divis- 
ion or  institution,  and  the  date  on  which  the  receipts  voucher  was 
prepared. 

2.  In  the  "Prepared  By"  space  will  be  entered  the  name  of  the  person  who 
prepared  the  the  receipts  voucher,  in  order  that  the  person  familiar 
with  that  particular  receipts  voucher  may  be  contracted  in  case  any 
further  information  may  be  required  by  the  Treasury  Department  of  Comp- 
troller's Division. 

3.  In  the  "Agency  Voucher  No."  space  will  be  entered  the  number  given  to 
each  particular  receipts  voucher  by  the  spending  agency.  The  numbers 
should  begin  with  1  and  continue  consecutively  throughout  a  fiscal 
year  regardless  of  which  classification  the  receipts  voucher  is  re- 
porting. 

4.  In  the  "Source  of  Receipt"  column  will  be  entered  the  receipt  account 
title;  also  any  other  information  which  may  be  required  by  the  agency 
for  future  reference,  such  as,  receipt  or  license  numbers,  names  of 
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RECEIPTS  VOUCHERS  (Continued) 
G.    Preparation  of  Receipts  Voucher,  Form  CD-29  (Continued) 

4.  (Continued) 

individuals,  meal  ticket  numbers,  etc.  If  the  agency  finds  it  neces- 
sary to  list  in  detail  amounts  received  under  a  particular  receipt 
account  number,  the  listing  of  the  amounts  in  detail  should  be  made 
to  the  left  of  the  "Receipt  Account  Number"  space  in  the  "Source  of 
Receipt"  column.  Refunds  current  year  and  repayment  of  current  fis- 
cal year  advances  that  are  to  be  credited  to  an  activity  account  will 
not  be  listed  in  this  section  of  the  receipts  voucher. 

5.  The  proper  ten  digit  receipts  account  numbers,  will  be  entered  in  the 
second  or  "Receipt  Account  Number"  cojumn. 

6.  In  the  third  or  "Total  Received  For  Each  Account  No."  space  will  be 
entered  the  total  amount  to  be  credited  to  each  receipt  account  num- 
ber. This  column  will  be  totaled. 

7.  As  the  second  and  third  columns  are  to  be  used  as  a  summary  of  re- 
ceipts, no  individual  receipt  account  number  should  be  repeated  in 
preparing  a  receipts  voucher. 

8.  Refunds  Current  Year  and  cash  repayment  of  current  year  advances  will 
be  reported  under  the  section  headed  "Current  Year  Refunds  (except 
Payroll)".  In  the  space  provided  for  "Receipt  Account  No."  will  be 
entered  the  proper  receipt  account  number  applicable  to  the  type  of 
current  year  refund  being  reported.  The  "Receipt  Account  Numbers" 
for  the  various  current  year  refunds  within  the  General  Fund  are  as 
follows: 

2485-93-01-10  Current  Year  Refunds 

2485-93-02-11  Current  Year  Refunds  -  Accounts  Payable 

2485-93-03-13  Repayment  of  Advances 

2485-93-06-10  Current  Year  Refunds-Prior  Fiscal  Years*  Expenses 

2485-93-07-10  Current  Year  Refunds-Prior  Fiscal  Years'  Deficiencies 

9.  In  the  "From  Whom  Received"  and  "Reason  For  Refund"  columns  will  be 
entered  the  name  of  the  vendor  refunding  the  payment,  his  vendor  code 
number  and  an  explanation  as  to  the  reason  for  refund.  Where  appli- 
cable, a  description  of  the  refund  should  be  given,  such  as  "Duplicate 

Payment",  "Repayment  of  Fiscal  Year  19 Cash  Advances",  etc.  For 

further  information  to  be  listed  in  this  space  refer  to  this  section, 
Paragraph  M.  9.  under  the  heading  "Refunds  Current  Year". 
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In  the  case  of  a  duplicate  payment,  the  nine  digit  Agency  Voucher  Code 
Number  under  which  the  duplicate  payment  was  made  will  be  entered  in 
the  space  provided  for  this  purpose.  In  addition,  the  nine  digit 
Agency  Voucher  Code  Number  covering  payment  of  the  original  expenditure 
will  be  shown  to  the  left  of  this  column. 
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20 
RECEIPTS  VOUCHERS  (Continued) 
G.    Preparation  of  Receipts  Voucher,  Form  CD-29  (Continued) 

11.  In  the  two  columns  provided  for  "Activity  Account  and  Object  Code" 
will  be  entered  the  ten  digit  activity  account  number  (which  includes 
the  two-digit  subsidiary  account)  and  object  code  against  which  the 
payment  being  refunded  was  originally  charged,  except  that  no  object 
code  designation  will  be  idicated  on  receipts  vouchers  covering  Cash 
Repayment  of  Advances  except  in  those  instances  representing  payments 
of  cash  advanced  in  prior  years  on  continuing  accounts  as  distinguish- 
ed from  an  advance  and  refund  made  in  the  same  year.  In  such  in- 
stances the  object  code  to  be  used  is  815,  Cash  Refunds  of  Prior  Year 
Advances. 

12.  In  the  "Amount"  column  will  be  entered  the  amount  being  refunded. 

13.  The  grand  total  of  money,  checks,  or  deposit  slips  transmitted  or  the 
total  of  funds  wire-transferred  will  be  entered  in  the  certification 
and  this  amount  must  agree  with  the  total  of  receipts  or  current  year 
refunds  being  reported. 

14.  In  no  case  should  current  year  refunds  and  other  receipts  be  report- 
ed on  the  same  receipts  voucher. 

15.  In  the  "Period  from 19 to 19 "  space  will 

be  entered  the  date  following  the  last  date  of  the  period  for  which 
the  previous  receipts  voucher  was  submitted  and  the  last  date  of  the 
period  covered  by  the  receipts  voucher  being  submitted. 

16.  The  Treasury  Department  (No.  1)  copy  of  the  receipts  voucher  must  be 
signed  by  the  head  of  the  spending  agency,  or  his  authorized  agent 
in  the  space  provided  for  that  purpose. 

17.  Receipts  account  titles  and  numbers  should  always  be  checked  when  a 
receipts  voucher  is  being  prepared.  If  previous  copies  of  receipts 
vouchers  are  used  for  this  purpose,  there  is  a  possibility  that  a 
previous  error  made  in  listing  a  receipts  account  title  or  number 
will  be  repeated. 

18.  Checks  that  are  being  returned  to  the  State  Treasurer  should  have  the 
words  "or  Commonwealth  of  Mass"  typed  on  the  front  of  the  check  under 
the  name  of  the  payee. 

19.  Specific  instructions  pertaining  to  the  preparation  of  receipts  vouch- 
ers covering  the  various  types  of  receipts  are  outlined  in  the  follow- 
ing sections.   It  should  be  noted  that  receipts  vouchers  are  used  for 
reporting  either  Revenue  or  Current  Year  Refunds  but  not  both  on  the 
same  voucher.   If  the  upper  part  of  the  voucher  is  used,  the  lower 
part  should  not  be  used  and  vice  versa. 
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20 
RECEIPTS  VOUCHERS  (Continued) 

H.    Spending  Agency  Income  -  G.L.  (Ter.  Ed.)  Ch.  30,  S.27  reads: 

"Except  as  otherwise  expressly  provided,  all  fees  or  other  money  received 
on  account  of  the  Commonwealth  shall  be  paid  daily  into  the  Treasury 
thereof,  but  if  in  the  opinion  of  the  Commissioner  of  Administration  and 
the  State  Treasurer  the  interests  of  the  Commonwealth  require,  payments 
may  be  made  weekly  in  accordance  with  such  rules  and  regulations  as  the 
State  Treasurer  may  prescribe." 

1.  Approval  in  writing  from  the  Commissioner  of  Administration  and  the 
State  Treasurer  must  be  on  file  at  the  spending  agency,  if  payments 
to  the  State  Treasurer  are  to  be  made  weekly,  instead  of  daily,  of 
fees  or  other  money  received  on  account  of  the  Commonwealth. 

2.  When  money  is  received  on  account  of  income,  the  spending  agency  will 
record  it  on  the  receipts  side  of  the  cash  book  as  a  debit  to  Cash. 
The  credit  will  be  recorded  in  the  applicable  income  column.  At  the 
end  of  the  month  the  total  of  all  accounts  used  for  recording  income 
receipts  will  be  posted  to  the  credit  side  of  the  Accounts  Receivable 
account  in  the  General  Ledger. 

3.  Receipts  should  be  deposited  in  the  bank  daily' and  the  duplicate  de- 
posit slip,  receipted  by  the  bank,  should  agree  with  the  receipts 
shown  in  the  cash  book  for  that  particular  day. 

4.  When  funds  representing  income  are  paid  into  the  State  Treasury,  the 
spending  agency  will  record  the  amount  on  the  disbursements  side  of 
the  cash  book  in  the  column  headed  Funds  Transferred  to  State  Treas- 
erer.     At  the  end  of  the  month  this  column  will  be  added  and  the  to- 
tal posted  to  the  General  Ledger  as  a  debit  to  Funds  Transferred  to 
State  Treasurer  and  a  credit  to  Cash. 

5.  If  bills  or  currency  are  included  in  the  amount  sept  to  the  State 
Treasury,  the  state  agency  copy  must  accompany  the  remittance  and 
will  be  time-stamped  by  the  Treasury  Department  to  show  the  date 
and  time  of  its  receipt.  A  deposit  ticket  will  also  be  prepared. 
The  original  and  first  copy  of  the  deposit  ticket  must  accompany  the 
Treasurer's  copy  of  the  receipt  voucher.  The  second  copy  of  the  de- 
posit ticket  must  be  attached  to  the  Comptroller's  copy  of  the  receipt 
voucher. 

6.  When  the  fifth  and  sixth  digits  of  the  receipts  account  are  to  De- 
classified 64  (Sales)  or  69  (Miscellaneous),  it  will  be  necessary  to 
show  in  the  "Source  of  Receipt"  column  the  names  of  the  firms  or  in- 
dividuals from  who  the  money  was  received  and  a  brief  explanation  of 
the  transactions,  such  as  "Sale  of  Waste",  etc. 

7.  G.L.  (Ter.  Ed.)  Ch.  30,  S.41  reads:  "If  sales  of  property  of  the  Com- 
monwealth are  made  by  any  officer  of  a  state  institution,  the  super- 
intendent thereof  shall  submit  to  the  trustees  or  other  supervising  _ 
board  or  officer  an  itemized  account,  on  oath,  of  such  sales,  for  their 
approval  in  the  same  manner  as  accounts  for  materials  and  supplies  for 
such  institutions  are  approved,  and  such  account  shall  be  filed  with 
the  State  Treasurer  when  the  proceeds  are  paid  to  him." 
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20 
RECEIPTS  VOUCHERS  (Continued) 
H.   Spending  Agency  Income  (Continued) 

8.  The  Rules  and  Regulations  of  the  Personnel  Administrator  provide  that 
if  jury  fees  received  by  a  person  amount  to  more  than  the  person's 
regular  rate  of  compensation,  he  may  retain  the  excess  of  such  fees 
and  shall  turn  over  the  regular  rate  of  compensation  together  with  a 
court  certificate  of  service  to  his  appointing  authority,  and  shall 

be  deemed  to  be  on  leave  of  absence  with  pay.  If  the  jury  fees  amount 
to  less  than  the  person's  regular  rate  of  compensation,  he  shall  be 
deemed  to  be  on  leave  of  absence  with  pay  and  he  shall  turn  over  said 
fees  together  with  a  court  certificate  of  service  to  his  appointing 
authority,  (LC-2).  Expenses  reimbursed  by  the  court  for  travel, 
meals,  room  hire,  etc.,  shall  be  retained  by  the  person  and  shall  not 
be  considered  part  of  the  jury  fees,  (LC-3).  Witness  fees  and  all 
other  fees  except  jury  fees  received  for  services  during  office  hours 
shall  be  paid  to  the  Commonwealth.  Whenever  a  person  is  called  for 
jury  duty  or  summonsed  to  appear  as  witness  and  such  jury  duty  or  ap- 
pearance occurs  durning  his  vacation,  there  will  be  no  necessity  to 
account  for  any  fees  received  during  such  period,  (LC-5).  Expenses 
reimbursed  the  person  for  travel,  meals,  room  hire,  etc.,  shall  be 
retained  by  the  person  and  shall  not  be  considered  as  part  of  the 
witness  fees,  (LC-6).  Witness  fees  and  jury  fees  which  must  be  turn- 
ed over  to  the  State  Treasury  in  accordance  with  the  above  rules  and 
regulations  must  be  classified  under  Income  Code  69  -  Miscellaneous 
Income.  These  fees  must  not  in  any  case  be  considered  as  reductions 
of  expenditures. 

9.  Income  money  received  during  a  particular  month  must  be  recorded  in 
the  cash  book  and  transmitted  to  the  Treasury  Department  during  that 
month. 

I.   Fund  Receipts  -  Unclaimed  Wages  -  A  payroll  check  drawn  by  the  State 
Treasurer  for  salary  and  wages  and  forwarded  to  an  agency  for  distribu- 
tion will  be  held  for  three  months  from  the  date  of  its  issue.  If  not  cal- 
led for  by  the  employee  it  will  then  be  returned  to  the  State  Treasurer 
together  with  a  receipts  voucher  directing  that  the  check  be  cancelled 
and  credited  to  the  Unclaimed  Wage  Fund  with  an  explanation  that  the  em- 
ployee cannot  be  located. 

1.  A  payroll  check  drawn  by  a  spending  agency  (other  than  the  State 
Treasurer)  for  salary  or  wages  due  an  employee  and  held  by  a  spending 
agency  because  the  employee  has  not  called  for  it  within  three  months 
after  the  date  of  its  issue  must  be  paid  into  the  State  Treasury  to 
be  credited  to  the  Unclaimed  Wage  Fund. 

2.  The  check  representing  the  salary  or  wage  uncalled  for  will  have  the 
words  "or  Commonwealth  of  Mass"  typed  under  the  name  of  the  payee  and 
be  entered  on  the  receipts  side  of  the  cash  book  in  the  General  Ledger 
column  as  a  debit  to  Cash  and  a  credit  to  Unclaimed  Wage  Fund. 
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20 
RECEIPTS  VOUCHERS  (Continued) 
I.    Fund  Receipts  -  Unclaimed  Wages  (Continued) 

3.  The  ckeck  will  be  entered  on  the  disbursements  side  of  the  cash  boo 
and  will  be  shown  in  the  General  Ledger  column  as  a  credit  to  Cash 
and  a  debit  to  State  Treasurer  Fund  account. 

4.  In  the  "Source  of  Receipt"  column  will  be  entered  the  account  name 
Unclaimed  Wage  Fund.  The  following  information  will  also  be  written 

in  this  column:  Payroll  Check  Number ,  Dated , 

Drawn  to  (Name  of  Employee)  for  Services  Rendered  From \  to 

Uncalled  For  and  Has  Been  Credited  to  Unclaimed  Wage  Fund 

5.  In  the  second  or  "Receipt  Account  Number"  column  will  be  entered  tht 
number  of  the  receipt  account  which  is  7207-66-01-37. 

6.  Claims  for  funds  deposited  in  the  Unclaimed  Wage  Fund  must  be  made 
within  six  years  from  the  date  the  check  was  originally  issued.  If 
initiated  by  the  agency  concerned,  such  claims  must  be  made  on  a 
Standard  Invoice,  Form  CD-12,  accompanied  by  a  Batch  Transmittal, 
Form  CD-41,  and  must  be  approved  by  the  State  Treasurer,  or  his 
authorized  agent,  before  transmission  to  the  Comptroller's  Division, 
Unclaimed  Wage  Fund,  Activity  account  number  0610-0600,  and  object 
code  657  (Other  Refunds  and  Non-Expense  Items)  will  be  shown  as  the 
Activity  account  number  and  object  code. 

7.  The  Unclaimed  Wage  Fund  account  in  the  General  Ledger  will  be  used 
to  record  wages  forwarded  to  the  State  Treasurer  to  be  credited  to 
this  account  during  the  current  fiscal  year  only.  Payments,  made  by 
the  State  Treasurer  against  the  Unclaimed  Wage  Fund  account,  will  nc 
be  recorded  on  the  books  of  the  spending  agency.  At  the  end  of  eacl- 
fiscal  year,  as  part  of  the  fiscal  year  closing  procedures,  a  journc 
entry  should  be  made  to  close  the  balance  in  the  Unclaimed  Wage  Func 
account. 

J.    Fund  Receipts  -  Unpaid  Checks  -  A  spending  agency  must  stop  payment  on 
d11  checks  (excepting  those  issued  for  salaries  or  wages)  which  have  bee 
issued  payable  from  the  Commonwealth's  funds  and  have  not  been  cashed  by 
the  payee  within  one  year  from  the  date  of  their  issue.  These  amounts 
must  be  paid  into  the  State  Treasury  to  be  credited  to  the  Unpaid  Check 
Fund.  In  the  case  of  checks  issued  on  account  of  salaries  or  wages,  pav 
ment  must  be  stopped  three  months  after  the  date  of  issue. 


1.  Stop  payment  on  the  original  uncashed  check  and  draw  a  check  againsti 
the  applicable  checking  account,  payable  to  the  "Commonwealth  of 
Mass",  for  the  amount  of  the  uncashed  check. 


2.  The  amount  of  the  original  check  uncashed  will  then  be  entered  on 
the  receipts  side  of  the  cash  book.  The  amount  will  be  shown  in  the 
General  Ledger  column  as  a  debit  to  Cash  and  a  credit  to  Unpaid  Chec 
Fund. 
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20 
RECEIPTS  VOUCHERS  (Continued) 
J.    Fund  Receipts  -  Unpaid  Checks  (Continued) 

3.  The  check  will  be  entered  on  the  disbursements  side  of  the  cash  book 
in  the  General  Ledger  column  as  a  credit  to  Cash  and  a  debit  to  State 
Treasurer  Fund  account. 

4.  In  the  "Source  of  Receipt"  column  will  be  entered  the  account  name 
Unpaid  Check  Fund.  The  following  information  will  also  be  written  in 

this  column:  Payment  Stopped  (Date)  On  Check  Outstanding, 

Number   ,  Dated Payable  to , 

Drawn  on  (Name~and  address  of  Bank). 

5.  In  the  second  of  "Receipt  Account  Number"  column  will  be  entered  the 
receipt  account  number  which  is  7208-66-01-37. 

6.  The  Unpaid  Check  Fund  account  in  the  General  Ledger  will  be  used  to 
record  checks  forwarded  to  the  State  Treasurer  to  be  credited  to  this 
account  during  the  current  fiscal  year.  At  the  end  of  each  fiscal 
year,  as  part  of  the  fiscal  year  closing  procedures,  a  journal  entry 
should  be  made  to  close  the  balance  in  the  Unpaid  Check  Fund  account. 

7.  Claims  for  funds  deposited  in  the  Unpaid  Check  Fund  must  be  made  with- 
in six  years  from  the  date  the  check  was  issued.  These  claims  should 
be  sent  in  letter  form  directly  to  the  State  Treasurer.  A  Standard 
Invoice,  Form  CD-12,  will  not  be  used  for  this  purpose. 

K.  Fund  Receipts  -  Other  Funds  -  The  method  outlined  for  recording  and  re- 
porting receipts  on  account  of  the  above  funds  should  enable  a  spending 
agency  to  properly  record  and  report  other  fund  receipts. 

L.    Refunds  Previous  Years  -  Cash  Receipts  representing  refunds  previous  years 
on  account  of  appropriations  which  have  expired  will  be  forwarded  to  the 
State  Treasurer  to  be  credited  to  the  Miscellaneous  Income  account  of  the 
particular  spending  agency. 

1.  The  amount  representing  the  refund  previous  years  will  be  entered  on 
the  receipts  side  of  the  cash  book  as  a  debit  to  Cash  and  a  credit  to 
Accounts  Receivable.  The  receipts  voucher  should  be  used  as  a  posting 
medium  to  the  Charges  section  of  the  Miscellaneous  Income  account  in 
the  Accounts  Receivable  Ledger. 

2.  When  funds  representing  refunds  previous  years  are  paid  into  the  State 
Treasury,  the  refund  will  be  recorded  on  the  disbursements  side  of  the 
cash  book  as  a  debit  to  Funds  Transferred  to  State  Treasurer  and  a 
credit  to  Cash. 

3.  In  the  "Source  of  Receipt"  column  will  be  entered  the  account  name 
"Miscellaneous  Income". 

4.  In  the  second  or  "Receipt  Account  Number"  column  will  be  entered  the 
receipt  account  number  assigned  to  the  spending  agency  for  Miscella- 
neous Income. 
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20 
RECEIPTS  VOUCHERS  (Continued) 

L.    Refunds  Previous  Years  (Continued) 

5.   If  the  refund  represents  an  amount  received  from  a  vendor  or  state 
employee,  the  following  information  will  be  listed: 

a.  The  name  of  the  vendor  or  state  employee  from  whom  the  refund 
was  received. 

b.  The  thirtenn  digit  Vendor  Code  Number  consisting  of  either  F.E.I, 
number  plus  four  additional  digits  or  the  Social  Security  Number 
plus  the  first  four  letters  of  the  individual's  last  name. 

c.  Reason  for  refund. 

d.  If  a  vendor  or  non-employee,  the  number  must  be  followed  by  a 
"(1)"  (in  parenthesis) . 

e.  If  a  state  employee,  the  number  must  be  followed  by  a  "(2)" 
(in  parenthesis) . 

f.  Refunds  on  account  of  personal  telephone  calls  should  carry 
Vendor  Code  040-000-000-998-7  followed  by  a  "(1)"  (in  parenthesis). 

g.  Cash  Repayments  of  Advances  Unaccounted  For  should  carry  the  agen- 
cy's thirteen  digit  I.D.  code  followed  by  a  "(1)"  (in  parenthesis). 

M.    Refunds  Current  Year  -  If,  during  the  current  fiscal  year,  an  amount  is 
received  by  a  spending  agency  as  a  refund  on  account  of  an  expenditure 
made  in  the  current  fiscal  year  from  appropriation  allotments  or  fund  ac- 
counts, this  amount  must  be  paid  into  the  State  Treasury  as  a  credit  to 
the  proper  allotment  or  fund  expenditure  account  against  which  the  expend- 
iture was  originally  charged. 

1.  If,  during  the  current  fiscal  year,  an  amount  is  received  as  a  refund 
on  account  of  an  expenditure  made  in  a  prior  fiscal  year  from  an  ap- 
propriation which  has  not  been  reverted,  this  amount  must  be  paid 
into  the  State  Treasury  as  a  credit  to  the  proper  appropriation  allot- 
ment account  against  which  the  expenditure  was  originally  charged. 

2.  If,  during  the  current  fiscal  year,  an  amount  is  received  by  a  spend- 
ing agency  as  a  refund  on  account  of  an  expenditure  made  in  the  cur- 
rent fiscal  year  from  Accounts  Payable  19 ,  this  amount  must  be  paid 

into  the  State  Treasury  as  a  credit  to  this  account. 

3.  The  amount  representing  the  current  year  refund  will  be  entered  on 
the  receipts  side  of  the  cash  book.  The  amount  will  be  shown  in  the 
General  Ledger  column  as  a  debit  to  Cash  and  a  Credit  to  Refunds  Cur- 
rent Year. 

4.  When  funds  representing  current  year  refunds  are  paid  into  the  State 
Treasury,  the  spending  agency  will  record  such  refunds  on  the 


20-14 


20 
RECEIPTS  VOUCHERS  (Continued) 

M.    Refunds  Current  Year  (Continued) 

4.  (Continued) 

disbursements  side  of  the  cash  book.  The  amount  will  be  shown  in  the 
General  Ledger  column  as  a  credit  to  Cash  and  a  debit  to  Refunds  Cur- 
rent Year. 

5.  When  the  current  year  refund  .applies  to  a  maintenance  account,  an  ac- 
count for  other  than  ordinary  maintenance,  or  an  accounts  payable  ac- 
count, entries  will  be  made  in  red  ink  in  the  proper  columns  of  the 
agency's  budgetary  control  register  summary  account  and  will  also  be 
entered  in  red  ink  in  the  Payments  column  of  the  budgetary  control 
register  subsidiary  account  against  which  the  payment  was  originally 
made.  These  entries  will  be  made  when  the  item  is  recorded  on  the 
credit  side  of  the  cash  book  and  the  receipts  voucher  prepared  for 
transmission  to  the  State  Treasury. 

6.  When  the  current  year  refund  applies  to  a  maintenance  account,  the 
amount  will  be  posted  to  the  expense  or  stock  ledger  item  affected  at 
the  time  that  the  receipts  voucher  is  prepared  for  transmission  to  the 
State  Treasury.  The  posting  reference  will  be  the  cash  book  page  number, 

7.  When  the  current  year  refund  applies  against  a  fund  account,  it  will  be 
necessary  to  prepare  a  journal  entry  debiting  the  "State  Treasurer  Fund 
account"  and  crediting  the  parti culary  fund  account  involved. 

8.  In  the  "Receipt  Account  Number"  space  will  be  entered  the  number  of  the 
proper  fund  receipt  account  number.  For  example,  should  the  amount 
represent  a  current  year  refund  coming  within  the  General  Fund  the  num- 
ber would  be  2485-93-01-10;  if  a  current  year  refund  accounts  payable, 
the  number  would  be  2485-93-02-11,  etc.  Should  the  current  year  refund 
apply  to  the  Highway  Fund  the  number  would  be  2985-93-01-10;  if  a  cur- 
rent year  refund  -  accounts  payable  the  number  would  be  2985-93-02-11,  etc, 

9.  In  the  space  headed  "From  Whom  Received"  and  "Reason  for  Refund"  will 
be  entered  the  following: 

a.  The  name  of  the  vendor  or  state  employee  from  who  the  refund  was 
received. 

b.  The  thirteen  digit  Vendor  Code  Number  consisting  of  either  the 
F.E.I,  number  plus  four  additional  digits  or  the  Social  Security 
Number  plus  the  first  four  letters  of  the  individual's  last  name. 

c.  Reason  for  refund. 

d.  If  a  vendor  or  non-employee,  the  number  must  be  followed  by  a 
"(1)"  (in  parenthesis) . 

e.  If  a  state  employee,  the  number  must  be  followed  by  a  "(2)"  (in 
parenthesis) . 
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RECEIPTS  VOUCHERS  (Continued) 
M.    Refunds  Current  Year  (Continued) 
9.   (Continued) 

f.  Refunds  on  account  of  personal  telephone  calls  should  carry 
Vendor  Code  040-000-000-998-7  followed  by  a  "(1)"  (in  paren- 
thesis) . 

g.  Repayments  of  cash  advances  should  carry  the  agency's  thirteen 
digit  I.D.  code  followed  by  a  "(1)"  (in  parenthesis). 

10.  In  the  second  or  "Comptroller's  Voucher  No."  space  will  be  entered 
the  agency  voucher  code  number  of  the  original  expenditure.  The 
Agency  Voucher  Code  Number  must  be  listed  in  every   case  when  the 
original  expenditure  has  been  transmitted  for  payment.  In  cases 
where  the  refund  is  forwarded  to  the  State  Treasurer  Lefore  the  orig- 
inal charge  has  been  transmitted  for  payment,  such  as  amounts  received 
for  personal  telephone  calls,  the  month  in  which  the  calls  were  made 
must  be  listed  in  the  "Comptroller's  Voucher  No."  space.  Before  sub- 
mitting an  amount  as  a  Current  Year  Refund,  agencies  must  ascertain 
that  the  refund  is  actually  on  account  of  an  expenditure  made  in  the 
current  fiscal  year  (except  on  accounts  that  have  been  continued  from 
the  prior  fiscal  year).  If  such  refund  is  not  identifiable  from  the 
information  listed  in  the  "Agency  Voucher  Code  Number"  space  it  will 
not  be  accepted  as  a  Current  Year  Refund.  Whenever  possible  the 
Warrant  Number  on  which  the  original  payment  was  made  should  be 
listed  below  the  Agency  Voucher  Code  Number. 

11.  In  the  third  or  "Expenditure  Account"  column  will  be  entered  the  ten 
digit  expenditure  account  number  consisting  of  the  eight  digit  activ- 
ity account  and  two  digit  subsidiary  (if  none,  enter  "00")  account 
number  against  which  the  expenditure  was  originally  charged. 

12.  In  the  fourth  or  "Object  Code"  column  will  be  entered  the  object  code 
originally  charged  with  the  amount  being  refunded. 

13.  The  amount  of  the  refund  will  be  entered  in  the  column  provided  for 
that  purpose. 


N. 


Payroll  Refund  Receipts  Voucher  -  Refunds,  resulting  from  payroll  over- 
payments, must  be  transmitted  with  a  Payroll  Refund  Receipts  Voucher, 
Form  CD-29A.  The  information  to  be  entered  on  the  form  and  its  use  by 
spending  agencies  is  explained  in  the  Comptroller's  Division  Payroll 
Reference  Manual  under  the  heading  Payroll  Refund  Receipts  Voucher. 

1.  The  refund  should  be  recorded  in  the  budgetary  control  register  sum- 
mary and  subsidiary  pages  as  a  decrease  in  the  gross  amount  as  shown 
on  the  Payroll  Refund  Receipts  Voucher.   If  cash  is  collected,  the 
amount  to  be  recorded  on  the  receipts  side  of  the  cash  book,  as  a 
debit  to  Cash  and  a  credit  to  Refunds  Current  Year,  is  the  actual 
amount  of  cash  collected.  When  the  Payroll  Refund  Receipts  Voucher 
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RECEIPTS  VOUCHERS  (Continued) 
Payroll  Refund  Receipts  Voucher  (Continued) 

1.  (Continued) 

is  submitted,  an  entry  should  be  made  on  the  disbursements  side  of 
the  cash  book  as  a  debit  to  Refunds  Current  Year  and  a  credit  to  Cash 
for  the  actual  amount  of  cash  transmitted. 

a.   A  journal  entry  should  be  made  to  adjust  the  General  Ledger  ac- 
count "Refunds  Current  Year"  for  the  difference  between  the 
gross  amount  of  the  refund  and  the  actual  amount  of  cash  trans- 
mitted to  the  State  Treasurer.  (For  Industrial  Accident  Refunds 
refer  to.  the  General  Ledger  account  "Industrial  Accident  Sus- 
pense Fund") . 

2.  If  the  refund  represents  a  refund  previous  years,  it  should  be  re- 
corded on  the  agency's  books  as  Miscellaneous  Income.  The  actual 
cash  collected  would  be  the  amount  recorded  on  the  receipts  side  of 
the  cash  book  as  a  debit  to  Cash  and  a  credit  to  Accounts  Receivable. 
When  the  Payroll  Refund  Receipts  Voucher  is  submitted  to  the  State 
Treasurer,  an  entry  should  be  made  on  the  disbursements  side  of  the 
cash  book  as  a  debit  to  Funds  Transferred  to  State  Treasurer  and  a 
credit  to  Cash  for  the  actual  amount  of  cash  transmitted.  The  gross 
amount  of  the  refund  should  be  posted  from  the  receipts  voucher  to 
the  Charges  (or  debit)  Section  of  the  Miscellaneous  Income  account 

in  the  Accounts  Receivable  Ledger. 

a.   A  journal  entry  should  be  prepared  to  adjust  the  General  Ledger 
accounts  "Funds  Transferred  to  State  Treasurer"  and  "Accounts 
Receivable"  for  the  difference  between  the  gross  amount  of  the 
refund  and  the  actual  amount  of  cash  transmitted  to  the  State 
Treasurer.  (For  Industrial  Accident  Refunds  refer  to  the  Pay- 
roll reference  Manual  and  the  General  Ledger  account  "Industrial 
Accident  Suspense  Fund"). 

3.  The  entries  in  columns  (4),  (5),  (6),  (7),  (8)  and  (9)  of  the  Payroll 
Refund  Receipts  Voucher  will  be  made  in  accordance  with  instructions 
contained  in  the  section  of  the  Payroll  Reference  Manual  pertaining 
to  this  subject. 

a.  On  the  line  reading  "Fund"  should  be  entered  the  proper  fund 
designation,  such  as,  General  Fund,  Federal  Grants,  etc.  No 
more  than  one  fund,  or  refunds  pertaining  to  more  than  one  fund, 
should  be  listed  on  a  Payroll  Refund  Receipts  Voucher. 

b.  On  the  line  reading  "Receipt  Account  Number"  will  be  entered  the 
number  2485-93-01-10  if  a  Current  Year  Refund  is  being  submitted 
against  a  payment  made  in  the  current  fiscal  year  in  an  account 
in  the  General  Fund.  This  number  serves  to  identify  the  item  as 
a  Current  Year  Refund  for  accounts  in  the  General  Fund.  On  the 
other  hand,  if  a  Current  Year  Refund  applies  against  a  Federal 
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RECEIPTS  VOUCHERS  (Continued) 
N.    Payroll  Refund  Receipts  Voucher  (Continued) 
3.   (Continued) 

b.  (Continued) 

Grant  payment,  the  number  would  be  4499-93-01-10,  or  if  against 
a  payment  in  an  Expendable  Trust  Fund  the  number  would  be 
6499-93-01-10.  Agencies  should  first  check  the  activity  account 
number  in  the  lower  left  corner  against  which  the  refund  applies, 
ascertain  the  fund  the  activity  is  in,  and  made  sure  the  Re- 
ceipts Account  number  applies  to  that  specific  fund.  For  a  com- 
plete listing  of  fund  numbers  applying  to  Current  Year  Refunds, 
refer  to  Paragraph  E.  3.  of  this  section.  If  the  refund  is  to 
be  credited  to  Miscellaneous  Income  the  agency's  ten  digit  Mis- 
cellaneous Income  account  should  be  listed  on  this  line. 

c.  On  the  line  reading  "Credit  Expenditure  Account"  should  be  list- 
ed the  agency's  eight  digit  activity  account  together  with  the 
two  digit  subsidiary  account  (-00,  if  none),  object  code,  and 
amounts.  The  credits  to  one  or  more  activity  accounts  should 
agree  with  the  Total  Refund  shown  in  column  9  of  the  Payroll  Re- 
fund Receipts  Voucher.  The  accounts  listed  should  be  activity 
accounts  and  not  the  agency's  appropriation  account  number. 

d.  If  the  agency's  ten  digit  Miscellaneous  Income  account  is  to  be 
credited,  that  number  should  be  listed  on  the  line  "Credit  Re- 
ceipt Account"  and  the  number  should  be  repeated  in  the  upper 
right  corner  on  the  line  "Receipt  Account  Number". 

°-    Repayment  of  Cash  Advances  -  The  amount  returned  to  the  State  Treasury 
as  repayment  of  cash  advances  will  be  entered  on  the  disbursement  side 
of  the  cash  book  as  a  debit  in  either  the  column  headed  "Advances  by 
State  Treasurer"  or  the  column  headed  "Payroll  Advances"  and  as  a  credit 
to  "Cash". 

1.  When  the  receipts  voucher  (Form  CD-29)  is  prepared  to  accompany  the 
amount  of  the  advance  which  is  being  returned  to  the  State  Treasury, 
an  entry  will  be  made  in  red  ink  in  the  "Advances"  column  of  the  . 
budgetary  control  register  subsidiary  account(s)  affected  which  will 
result  in  a  corresponding  increase  in  the  "Unencumbered  Allotment" 
column. 

In  the  "Receipt  Account  Number"  space  of  the  Current  Year  Refund  sec- 
tion will  be  entered  the  proper  fund  receipt  account  number.  For  ex- 
ample, if  the  amount  transmitted  as  repayment  of  cash  advance  is  to 
be  credited  to  an  account(s)  in  the  General  Fund,  the  number  would 
be  2485-93-03-13;  if  to  an  account(s)  in  the  Highway  Fund,  the  number 
would  be  2985-93-03-13,  etc. 

In  the  "From  Whom  Received"  column  will  be  written  the  name  of  the 
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RECEIPTS  VOUCHERS  (Continued) 
0.    Repayment  of  Cash  Advances  (Continued) 

3.  (Continued) 

receipt  account  "Repayment  of  Cash  Advances"  followed  by  the  fiscal 
year  in  parenthesis. 

4.  In  the  "Activity  Account"  column  will  be  listed  the  ten  digit  activ- 
ity account  numbers  (which  also  includes  the  subsidiary  accounts)  to 
be  credited.  No  object  code  designation  need  be  indicated  in  the 
"Object  Code"  column  for  cash  repayment  of  advances  returned  to  the 
State  Treasurer  on  or  before  the  dates  designated  annually  in  the 
Comptroller's  Division  Circular  Letter  under  the  subject  "Closing  of 
the  Books". 

5.  The  cash  balance  of  all  advances  must  be  returned  to  the  State  Treas- 
urer on  or  before  the  dates  designated  annually  in  the  Comptroller's 
Division  Circular  Letter  under  the  subject  "Closing  of  the  Books". 

If  repayment  of  the  cash  balance  of  an  advance  is  made  after  the 
date  designated  for  the  closing  of  the  State  Treasurer's  Cash  Book, 
the  receipts  voucher  will  be  clearly  marked  REPAYMENT  OF  19_  AD- 
VANCES UNACCOUNTED  FOR.  If  this  advance  was  originally  charged  to  a 
regular  maintenance  appropriation  account,  the  repayment  should  be 
credited  to  the  Miscellaneous  Income  account  as  a  refund  previous 
year.  If,  however,  the  the  advance  was  originally  charged  to  an  ac- 
count which  is  continued  to  the  succeeding  fiscal  year,  the  repayment 
of  the  advance  should  be  forwarded  to  the  State  Treasurer  as  a  Re- 
fund Current  Year  in  accordance  with  the  procedures  outlined  in  the 
section  pertaining  to  Refunds  Current  Year  with  the  exception  that 
the  repayment  of  advance  should  be  credited  to  object  code  815. 

P»    Refund  of  Receipts  Voucher  -  If,  through  error,  duplication  of  receipts, 
or  for  any  other  reason,  it  becomes  necessary  for  a  spending  agency  to 
refund  an  item  of  State  income  previously  transmitted  to  the  State  Treas- 
urer on  a  receipts  voucher,  the  request  for  refund  should  be  made  on  Re- 
fund of  Receipts  Voucher,  Form  CD-19. 

1.  A  request  for  refund  of  non-state  income,  e.g.  monies  credited  to  a 
trust,  federal  grant,  etc.,  will  be  submitted  on  a  Standard  Invoice, 
Form  CD-12,  attached  to  a  Batch  Transmittal,  Form  CD-41. 

2.  For  refunds  of  State  income,  the  original  and  three  copies  of  Refund 
of  Receipts  Voucher,  Form  CD-19,  should  be  forwarded  to  the  Comptrol- 
ler's Division.  Each  Refund  of  Receipts  Voucher  should  be  considered 
a  separate  document  and  carry  a  separate  Agency  Voucher  Code  Number 
(9  digits).  However,  both  the  front  and  back  of  the  form  are  avail- 
able for  a  listing  of  the  names  and  addresses  of  payees. 

3.  In  the  body  of  the  form  and  on  the  back,  if  more  space  is  needed, 
should  be  listed  the  following  information: 
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p.    Refund  of  Receipts  Voucher  (Continued) 

3.  (Continued) 

a.  Name  and  address  of  claimant 

b.  Reason  for  refund 

c.  Date  of  original  payment  to  agencies 

d.  Amount  due  each  payee 

4.  If  the  spending  agency  account  number  is  within  the  General  Fund,  the 
activity  account  number  to  be  entered  in  the  column  headed  "Expendi- 
ture Account"  is  1599-1007.  The  following  is  a  listing  not  only  of 
the  Refund  of  Receipts  number  for  General  Fund  Refunds  but  also  the 
numbers  to  be  used  when  requesting  refunds  from  some  of  the  other 
funds: 

1599-1007  General  Fund  Refunds 

1599-1011  Highway  Fund  Refunds 

1599-1016  Inland  Fisheries  and  Game  Fund 

1599-1018  State  Recreation  Areas  Fund  Refunds 

1599-1022  Local  Aid  Fund 

5.  The  amount(s)  shown  in  the  "Expenditure  Amount"  column  must  relate 
to  the  receipt  account  numbers  shown  in  the  "Receipt  Account  Number" 
column  as  these  amounts  will  be  reflected  in  the  Monthly  Statement 
of  Estimated  and  Actual  Revenue  as  charges  to  the  receipt  account 
numbers  listed.  The  total  of  the  "Expenditure  Amount"  column  should 
agree  with  the  total  of  the  Refund  of  Receipts  Voucher. 

6.  In  the  "Receipt  Voucher  Number"  column  should  be  entered  the  number 
assigned  to  the  Receipts  Voucher  when  the  money,  now  being  refunded, 
was  originally  transmitted  to  the  State  Treasurer. 

7.  In  the  "Receipt  Account  Number"  column  should  be  entered  the  ten  (10) 
digit  receipt  account  number  which  was  credited  when  the  original  re- 
ceipt, against  which  the  refund  is  being  made,  was  transmitted  to  the 
State  Treasurer. 

8.  A  space  is  provided  at  the  bottom  of  the  form  for  the  signature(s)  of 
authorized  persons  certifying  that  the  charges  are  proper  and  have 
been  verified. 

9.  For  further  information  on  the  preparation  of  this  form  refer  to  page 
178  of  the  Manual  of  Procedures  for  Encumbrance-Expenditure  Forms 
Preparation  and  Section  12,  Paragraph  M.  of  this  manual. 
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RECEIPTS  VOUCHERS  (Continued) 
p.   Refund  of  Receipts  Voucher  (Continued) 

10.  The  following  journal  entry  will  be  prepared  to  record  the  amount  of 
refund  of  receipts  vouchers  submitted  to  the  Comptroller's  Division 
for  processing. 

Debit:  Accounts  Receivable 

(Spending  Agency)  Income 

Credit:  Funds  Transferred  to  State  Treasurer 
Accounts  Receivable 

Q.   Patients'  Unclaimed  Funds  -  In  accordance  with  the  provisions  of  G.L. 
(Ter.  Ed.)  Ch.  Ill,  S.65D;  Ch.  122,  S.7;  and  Ch.  123,  S.27,  as  amended, 
Patients'  Unclaimed  Funds  should  be  forwarded  to  the  State  Treasurer 
after  remaining  unclaimed  for  more  than  seven  years  by  former  patients 
of  the  Department  of  Public  Health  institutions,  and  by  patients  who 
have  been  discharged  from  or  who  have  otherwise  left  any  facility  of  the 
Department  of  Mental  Health  or  the  custody  of  the  Department  of  Mental 
Health,  except  that  unclaimed  funds,  of  former  mental  health  patients, 
that  do  not  exceed  fifty  dollars,  may  be  paid  to  the  State  Treasurer  im- 
mediately. 

1.  A  check  for  the  amount  of  Patients'  Unclaimed  Funds  will  be  drawn 
against  the  Patients'  Fund  Account  and  recorded  on  the  disbursements 
side  of  the  Patients'  Fund  Cash  Book  as  a  debit  to  Patients'  Fund  Ac- 
count and  a  credit  to  Patients'  Fund  Cash. 

2.  The  amount  representing  Patients'  Unclaimed  Funds  will  then  be  enter- 
ed on  the  receipts  side  of  the  General  Cash  book  and  deposited  in  the 
General  Cash  bank  account.  The  amount  will  be  shown  in  the  General 
Ledger  column  as  a  debit  to  Cash  and  a  credit  to  Patients'  Unclaimed 
Funds. 

3.  A  check  will  be  drawn  payable  to  the  Commonwealth  of  Massachusetts 
and  entered  on  the  disbursements  side  of  the  cash  book.  The  amount 
will  be  shown  in  the  General  Ledger  column  as  a  credit  to  Cash  and  a 
debit  to. State  Treasurer  Fund  Account. 

4.  In  the  "Source  of  Receipt"  column  of  the  Receipts  Voucher  will  be 
entered  the  account  name,  Pateients'  Unclaimed  Funds,  together  with 
the  names  of  the  patients  who  have  been  discharged,  have  escaped  or 
died,  and  the  amount  being  submitted  for  each  patient  after  the  funds 
have  remained  unclaimed  for  more  than  seven  years. 

5.  In  the  second  or  "Receipt  Account  Number"  column  will  be  entered  the 
receipt  account  number.  The  following  receipt  account  numbers  have 
been  established  for  Patients'  Unclaimed  Funds: 
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Q.    Patients'  Unclaimed  Funds  (Continued) 

5.  (Continued) 

7214-66-01-37  Department  of  Mental  Health 

7222-66-01-37  Department  of  Public  Health 

7224-66-01-37  Soldiers'  Home  in  Massachusetts  (Chelsea) 

7226-66-01-37  Soldiers'  Home  in  Holyoke 

6.  In  the  third  or  "Total  Received  for  Each  Account  Number"  column  will 
be  entered  the  total  to  be  credited  to  the  Patients'  Unclaimed  Funds. 

7.  The  "Patients'  Unclaimed  Funds"  account  in  the  General  Ledger  will 
be  used  to  record  unclaimed  funds  of  patients  which  have  been  for- 
warded to  the  State  Treasurer  to  be  credited  to  this  account  during 
the  current  fiscal  year.  Payments  against  the  "Patients'  Unclaimed 
Funds"  account,  even  in  those  instances  where  the  claim  is  initiated 
by  the  Spending  Agency,  will  not  be  recorded  on  the  books  of  the 
Spending  Agency. 

a.   At  the  end  of  fiscal  year,  as  part  of  the  fiscal  year  clos- 
ing procedures,  a  journal  entry  should  be  made  to  close  the  bal- 
ance in  the  General  Ledger  account  "Patients'  Unclaimed  Funds". 

8.  Records  pertaining  to  Patients'  Unclaimed  Funds  are  maintained  by  the 
State  Treasurer's  Department  and  schedules  representing  payments 
against  Patients'  Unclaimed  Funds  must  be  approved  by  the  State  Treas- 
urer or  his  authorized  agent. 

9.  Claims  for  funds  which  were  deposited  with  the  State  Treasurer  in  an 
amount  of  less  than  fifty  dollars  may  be  allowed  by  the  Comptroller 
with  satisfactory  proof  of  claim.  Documentary  evidence  identifying 
the  claimant  as  a  former  patient,  or  indicating  the  degree  of  rela- 
tionship to  a  former  patient,  if  deceased,  is  a  requirement  for  estab- 
lishing claim.  The  Standard  Invoice  should  contain  a  statement  cert- 
ifying under  the  penalties  of  perjury  the  identity  of  the  claimant, 
the  degree  of  kinship  as  to  the  deceased  former  patient,  waiving. the 
rights  of  other  living  individuals  within  the  same  degree  of  kinship, 
and  signed  by  the  Claimant  and  such  other  relatives  as  may  be  indi- 
cated in  the  statement. 

10.  In  the  event  the  claimant  is  an  Executor  or  Administrator  of  the 
estate  of  an  individual  entitled  to  these  funds,  a  copy  of  his  ap- 
pointment will  also  be  required. 

11.  Claims  for  funds  which  were  deposited  with  the  State  Treasurer  in  an 
amount  of  fifty  dollars  or  more  may  be  established  by  petition  to  a 
probate  court.  A  court  decree  would  be  required  in  allowing  these 
claims.  This  decree  is  in  the  form  of  an  order  by  the  court  to  the 
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20 
RECEIPTS  VOUCHERS  (Continued) 
Q.   Patients'  Unclaimed  Funds  (Continued) 

11.  (Continued) 

State  Treasurer  to  make  payment  to  the  claimant  and  must  have  noted 
thereon  the  approval  of  an  Assistant  Attorney  General. 

12.  Claims  for  Patients'  Unclaimed  Funds  will  be  submitted  on  Standard 
Invoices,  Form  CD-12,  to  which  all  required  documents  will  be  at- 
tached, accompanied  by  Batch  Transmittal,  Form  CD-41. 

13.  The  person  establishing  a  lawful  right  to  such  funds  is  entitled  to 
interst  on  the  claim  which  is  computed  (360  day  method)  at  the  appli- 
cable rate  per  annum  from  the  date  when  the  funds  were  received  by 
the  State  Treasurer  to  the  date  of  the  Council  Meeting  when  it  is  in- 
dicated it  will  be  approved  for  payment.  The  amount  of  this  interest 
should  appear  in  the  body  of  the  Standard  Invoice  in  the  following 
manner: 

Refund  of  Receipts 

(2404-60-01-40)  1599-1007         $XXX.XX 

14.  The  date  on  which  the  funds  were  turned  over  to  the  State  Treasurer 
should  be  listed  on  the  Standard  Invoice.  If  the  claim  is  within  six 
fiscal  years  after  the  fiscal  year  in  which  the  funds  were  received 
by  the  State' Treasurer,  the  claim  should  be  charged  to  the  following 
expenditure  accounts: 

a.  Account  Name  -  Patients'  Unclaimed  Funds 

b.  Activity  Account  -  4502-3600  or  5011-1246  (Principal) 

c.  Object  Code  679  1599-1007  (Interest) 

15.  If  the  claim  is  to  be  paid  any  time  after  such  six  year  period,  the 
claim  should  be  charged  to  the  following  expenditure  accounts: 

a.  Account  Name  -  Reimbursement  for  Funds  Escheated 

b.  Activity  Account  -  1599-0003  (Principal) 

c.  Object  Code  679    1599-1007  (Interest) 

16.  Funds  of  former  patients  or  members  of  the  Soldiers'  Homes  at 
Chelsea  or  at  Holyoke  which  neve  remained  unclaimed  for  more  than 
seven  years  shall  be  paid  to  the  State  Treasurer.  Six  years  from  the 
date  such  monies  were  paid  to  the  State  Treasurer  any  balances  remain- 
ing shall  be  transferred  to  the  Trustees  of  the  respective  Soldiers' 
Homes  for  deposit  in  the  legacy  fund  or  legacy  account.  Established 
claims  to  such  monies  may  be  paid  by  the  State  Treasurer  or  Trustees 
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RECEIPTS  VOUCHERS  (Continued) 

Q.    Patients'  Unclaimed  Funds  (Continued) 

16.   (Continued) 

upon  direction  of  a  justice  of  a  probate  court.  Payments  made  by 
the  State  Treasurer  are  made  with  interest  at  the  rate  of  3%  per 

annum. 

R.    Prisoners'  Unclaimed  Funds  -  In  accordance  with  the  provisions  of  G.L. 
(Ter.  Ed.)  Ch.  127,  S.96A,  as  amended,  monies  held  in  the  Inmates'  Fund 
account  for  those  prisoners  who  have  died,  have  been  discharged,  or  have 
escaped  from  any  correctional  institution  of  the  Commonwealth  and  which 
have  remained  unclaimed  for  a  period  of  more  than  two  years  should  be 
forwarded  to  the  State  Treasurer  to  be  credited  to  Receipt  Account 
7205-66-01-37,  Prisoner's  Unclaimed  Funds.' 

1.  A  check  for  the  amount  of  Prisoners'  Unclaimed  Funds  will  be  drawn 
against  the  Inmates'  Fund  Account  and  recorded  on  the  disbursements 
side  of  the  Inmates'  Fund  Cash  Book  as  a  debit  to  Inmates'  Fund  Ac- 
count and  a  credit  to  Inmates'  Fund  Cash. 

2.  The  amount  representing  Prisoners'  Unclaimed  Funds  will  then  be  en- 
tered on  the  receipts  side  of  the  General  Cash  book  and  deposited  in 
the  General  Cash  bank  account.  The  amount  will  be  shown  in  the  Gen- 
eral Ledger  column  as  a  debit  to  Cash  and  a  credit  to  Prisoners'  Un- 
claimed Funds. 

3.  A  check  will  be  drawn  payable  to  the  Commonwealth  of  Massachusetts 
and  entered  on  the  disbursements  side  of  the  cash  book.  The  amount 
will  be  shown  in  the  General  Ledger  column  as  a  credit  to  Cash  and  a 
debit  to  State  Treasurer  Fund  Account. 

4.  In  the  "Source  of  Receipt"  column  of  the  Receipts  Voucher  will  be  en- 
tered the  account  name,  Prisoners'  Unclaimed  Funds,  together  with  the 
names  of  the  inmates  who  have  died,  been  discharged,  or  have  escaped, 
and  the  amount  being  submitted  for  each  inmate  after  the  funds  have 
remained  unclaimed  for  more  than  two  years. 

5.  In  the  second  or  "Receipt  Account  Number"  column  will  be  entered  the 
receipt  account  number  7205-66-01-37,  Prisoners'  Unclaimed  Funds. 

6.  In  the  third  or  "Total  Received  for  Each  Account  Number"  column  will 
be  entered  the  total  to  be  credited  to  the  Prisoners'  Unclaimed  Funds. 

7.  The  "Prisoners'  Unclaimed  Funds"account  in  the  General  Ledger  will  be 
used  to  record  unclaimed  funds  of  prisoners  which  have  been  forwarded 
to  the  State  Treasurer  during  the  current  fiscal  year.  Payments 
against  the  "Prisoners'  Unclaimed  Fund"  account,  whether  or  not  in- 
itiated by  the  Spending  Agency,  will  not  be  recorded  on  the  books  of 
the  Spending  Agency. 
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I  RECEIPTS  VOUCHERS  (Continued) 

R.    Prisoners'  Unclaimed  Funds  (Continued) 

7.  (Continued) 

a.  At  the  end  of  each  fiscal  year,  as  part  of  the  fiscal  year  clos- 
ing procedures,  a  journal  entry  should  be  made  to  close  the  bal- 
ance in  the  General  Ledger  account  "Prisoners'  Unclaimed  Funds". 

8.  Records  pertaining  to  Prisoners'  Unclaimed  Funds  are  maintained  by 
the  State  Treasurer's  Department  and  schedules  representing  payments 
against  Prisoners'  Unclaimed  Funds  must  be  approved  by  the  State 
Treasurer  or  his  authorized  agent. 

9.  Claims  for  funds  which  were  deposited  with  the  State  Treasurer  in  an 
amount  of  less  than  fifty  dollars  may  be  allowed  by  the  Comptroller 
with  satisfactory  proof  of  claim.  Documentary  evidence  identifying 
the  claimant  as  a  former  prisoner,  or  indicating  the  degree  of  rela- 
tionship to  the  former  prisoner,  if  deceased,  is  a  requirement  for 
establishing  claim.  The  Standard  Invoice  should  contain  a  statement 
certifying  under  the  penalties  of  perjury  the  identity  of  the  claim- 
ant, the  degree  of  kinship  to  the  deceased  former  prisoner,  waiving 
the  rights  of  other  living  individuals  within  the  same  degree  of  kin- 
ship, and  signed  by  the  claimant  and  such  other  relatives  as  may  be 
indicated  in  the  statement. 

10.  In  the  event  the  claimant  is  an  Executor  or  Administrator  of  the 
Estate  of  an  individual  entitled  to  these  funds,  a  copy  of  his  ap- 
pointment will  also  be  required. 

11.  Claims  for  funds  which  were  deposited  with  the  State  Treasurer  in  an 
amount  of  fifty  dollars  or  more  may  be  established  by  petition  to  a 
probate  court.  A  court  decree  would  be  required  in  allowing  these 
claims.  This  decree  is  in  the  form  of  an  order  by  the  court  to  the 
State  Treasurer  to  make  payment  to  the  claimant  and  must  have  noted 
thereon  the  approval  of  an  Assistant  Attorney  General. 

12.  Claims  for  Prisoners'  Unclaimed  Funds  will  be  submitted  on  Standard 
Invoices,  Form  CD-12,  to  which  all  required  documents  will  be  attach- 
ed, accompanied  by  a  Batch  Transmittal,  Form  CD-41. 

13.  If  the  claim  is  within  six  fiscal  years  after  the  fiscal  year  in  which 
the  funds  were  received  by  the  State  Treasurer,  the  invoice,  in  addi- 
tion to  the  requirements  already  listed,  should  be  charged  as  follows: 

a.  Account  Name  -  Prisoners'  Unclaimed  Funds 

b.  Activity  Account  -  4311-1600 

c.  Object  Code  -  679 
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RECEIPTS  VOUCHERS  (Continued) 

R.    Prisoners'  Unclaimed  Funds  (Continued) 

14.  If  the  claim  is  for  funds  held  longer  than  six  years,  the  schedule, 
in  addition  to  the  requirements  already  listed,  should  be  charged 
to  the  Activity  Account  as  follows: 

a.  Account  Name  -  Reimbursement  for  Funds  Escheated 

b.  Activity  Account  -  1599-0003 

c.  Object  Code  -  679 

S.    Monthly  Statement  of  Receipts  -  A  Statement  of  Receipts,  Form  CD-88,  is 

sent  to  each  Spending  Agency  every   month.  This  statement  should  be  check- 
ed and  reconciled  to  the  agency's  records  as  soon  as  practicable  upon  its 
receipt. 

1.  The  Spending  Agency  should  notify  the  Comptroller's  Division  immedi- 
ately of  any  item(s)  which  cannot  be  reconciled.  The  notification 
should  identify  the  number  shown  in  the  Reference  column  of  the  state- 
ment, the  item(s)  and  amount(s)  which  cannot  be  reconciled,  and  the 
correct  receipts  classification  and  number. 

T.    Transfers  Between  Receipt  Accounts  -  The  signature  of  the  head  of  the 
Spending  Agency  is  sufficient  to  cover  requests  for  transfers  between 
receipts  accounts.  However,  in  those  cases  where  the  head  of  the  Spend- 
ing Agency  has  delegated  his  authority  to  another  responsible  person  to 
approve  letters  addressed  to  the  Comptroller's  Division  requesting  trans- 
fers between  receipts  accounts  of  the  agency,  the  Comptroller's  Division 
must  be  so  informed  by  a  letter  (original  only)  from  the  head  of  the 
Spending  Agency.  A  sample  of  the  signature  of  the  authorized  agent  must 
accompany  such  letter. 

1.  The  official  notification  that  requested  transfers  between  receipts 
accounts  have  been  processed  by  this  Division  will  appear  on  the  next 
monthly  Statement  of  Receipts.  Letters  of  acknowledgement  will  not 
be  sumbitted  by  the  Comptroller's  Division  to  spending  agencies  cov- 
ering these  items. 
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EXPENSE  LEDGER 

A.  Purpose  -  The  purpose  of  the  Expense  Ledger  is  to  analyze  by  object  code 
the  expenditures  within  a  subsidiary  thus  giving  management  a  more  detail- 
ed breadkown  of  expenses.  Such  an  analysis  will  be  of  assistance  in  bud- 
get preparation  as  well  as  expense  control  and  comparison. 

NOTE:  Accounting  Manual  Part  II  has  procedures  for  the  Main- 
tenance of  the  "Functional"  Expense  Ledger  which  is 
used  by  "Health"  institutions  for  accumulating  costs 
by  "Cost-Centers". 

B.  Description  of  Form  -  The  Expense  Ledger  Sheet,  Form  CD-2,  is  a  two-page 
Loose-leaf  form.  Spaces  are  provided  in  the  heading  in  which  to  insert 
the  fiscal  year  for  which  transactions  are  being  recorded,  the  ten  - 
digit  account  number  (including  subsidiary)  involved  and  the  object  code 
number. 

1.  Two  columns  are  provided  under  separate  headings  for  each  month  of  a 
fiscal  year  in  which  entries  are  made  as  outlined  below: 

a.  Number  -  The  Day  Number  and  the  agency  voucher  number  assigned  to 
the  invoice  or  the  receipts  voucher  number,  for  example,  244/001 
or  RV  #8.  When  entering  issues  of  materials  and  supplies  at  the 
end  of  each  month  the  reference  "J/E  or  "Issues"  will  be  used. 

b.  Amount  -  The  amount  of  each  document  being  recorded  and/or  the 
total  value  of  issues  of  stock  ledger  items. 

2.  These  sheets  should  be  kept  in  a  post  binder.  This  binder  will  be 
subdivided  by  use  of  barrier  sheets  (CD-2A)  to  provide  a  section  for 
each  subsidiary  and  an  expense  ledger  sheet  (CD-2)  provided  in  the 
section  for  each  object  code  used  within  the  subsidiary. 

C   Function 

1.  Daily  -  A  document  representing  a  current  fiscal  year's  direct  main- 
tenance expense  charge  will  be  recorded  in  the  appropriate  section 
in  black  ink. 

a.   A  receipts  voucher,  Form  CD-29  or  CD-29A,  representing  a  current 
year  refund  of  a  direct  maintenance  expense  charge  will  be  record- 
ed in  red  ink. 

2.  Closing  at  End  of  Month  -  At  the  end  of  each  month  the  direct  charges 
to  maintenance  expenses  in  each  account  will  be  totaled  and  the  aggre- 
gate total  of  these  charges  should  be  in  agreement  with  the  current 
month's  total  shown  in  the  Maintenance  Expenses  column  of  the  budget- 
ary control  register  summary  sheet  for  that  month. 

a.   At  the  end  of  each  month  the  issues  as  shown  on  the  trial  balance 
of  the  stock  ledger  will  be  recorded  in  the  proper  accounts  in 
the  expense  ledger  inserting  the  reference  "J/E"  or  "Issues". 
Total  the  issues  and  direct  charges. 
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EXPENSE  LEDGER  (Continued) 
C.    Function  (Continued) 

2.  Closing  at  End  of  Month  (Continued) 

b.   The  previous  month's  total  to  date  will  be  brought  forward  and 
added  to  the  current  month's  total  in  order  to  arrive  at  the 
total  expenses  on  each  account  for  the  current  fiscal  year  to 
date. 

3.  Closing  at  End  of  Year  -  Encumbrances  outstanding  June  30  against 
maintenance  appropriation  accounts  must  be  analyzed  and  charged  to 
either  materials  and  supplies  or  maintenance  expenses.  (See  also 
Chapter  15,  Section  L  of  this  manual). 

a.  Those  encumbrances  (liabilities)  representing  items  of  direct 
expense  will  be  entered  in  the  expense  ledger  in  the  same  manner 
as  invoices  passed  for  payment. 

b.  In  the  "number"  column  enter  the  encumbrance  number  and  in  the 
"Amount"  column  enter  the  amount  of  the  encumbrance  applicable 
to  the  object  code.  (NOTE:  Those  agencies  having  a  large  number 
of  encumbrances  outstanding  as  of  June  30  may  analyze  them  on  a 
worksheet  and  record  only  the  total  for  each  object  code.) 

C.   The  encumbrances  or  journal  entry  will  be  recorded  prior  to 
bringing  forward  the  prior  months'  balance,  as  follows: 


MAY 


JUNE 


NUMBER 

127-002 
135-010 
R/V  22  (Ref.) 
J/E  42  (Adj.) 

J/E  -  (Issues) 


10  mos 

11  mos 


$ 


AMOUNT 

5.00 

6.00 

-10.00 

7.00 

8.00 

30.00 

38.00 

80.00 
$  118.00 


NUMBER 

164-007 
175-001 

J/E  -  (Issues) 

D123321 
D594630 

11  mos. 

12  mos. 


$ 


AMOUNT 

5.00 

6.00 

11.00 

35.00 

46.00 

3.00 

20.00 

69.00 

118.00 

$  187.00 
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TRAIL  BALANCE  BOOK  -  EXPENSE  LEDGER 

A.  Description  of  Form  -  The  Trial  Balance  Book  is  a  standard  bound  book 
which  is  available  for  requisition  from  the  Purchasing  Agent's  Division 
Supply  Unit. 

B.  Closing  at  End  of  Month  -  At  the  end  of  each  month  the  current  month's 
total  charges  together  with  the  accumulated  total  charges  for  the  year 
to  date  in  each  account  in  the  expense  ledger  will  be  listed  in  the 
trial  balance  book. 

1.  When  preparing  the  trial  balance  book,  the  accounts  will  be 
arranged  under  group  headings  in  the  same  order  as  they  will 
appear  in  the  expense  ledger,  allowing  sufficient  space  for  the 
addition  of  new  accounts.  Two  columns  will  be  used  each  month 
in  listing  a  trial  balance  as  follows: 


MONTH 


Current  Month 


Year  to  Date 


2.  The  total  of  the  Year  to  Date  column  should  be  in  agreement  with  the 
balance  shown  in  the  General  Ledger  control  account  "Maintenance  Ex- 
penses". 
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GENERAL  LEDGER 

A.  Description  of  Form  -  The  General  Ledger  is  a  standard  bound  book  which  is 
available  for  requesition  from  the  Purchasing  Agents'  Division  Supply  Unit. 

B.  Use  of  Form  by  Spending  Agency  -  .The  titles  of  the  accounts  are  to  be  writ- 
ten in  and  should  be  arranged  in  the  same  order  as  they  appear  on  the  "Gen- 
eral Ledger  Balances"  page  of  the  monthly  financial  report.  A  sufficient 
number  of  pages  should  be  allowed  between  the  accounts  to  assure  the  con- 
tinuation of  this  order  during  the  life  of  the  book. 

C.  Control  Accounts  -  Certain  accounts  in  the  general  ledger  are  control 
accounts  which  reflect  in  total  the  transactions  entered  in  detail  in 
various  subsidiary  books  and  records.  The  balance  of  the  control  account 
and  the  sum  of  the  balances  in  the  subsidiary  accounts  must  be  in  agree- 
ment. 

D.  Source  of  Postings  -  The  sources  of  postings  to  the  general  ledger  are  from 
the  Cash  Book,  Budgetary  Control  Register  Summary  Account  and  journal  en- 
tries. 

E.  Closing  at  End  of  Month  -  At  the  end  of  each  month  all  accounts  are  footed 
and  balanced.  These  balances  are  listed  in  a  Trial  Balance  Book  as  debits 
or  credits  in  the  two  columns  provided  for  each  month.  The  totals  of  both 
columns  must  be  in  agreement. 
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EQUIPMENT  PURCHASES  AND  REPAIR 

A.   Approved  Schedules  -  Amounts  appropriated  for  the  maintenance,  repair, 

replacement,  alteration  or  purchase  of  equipment,  other  than  motor  vehicles, 
shall  be  expended  only  in  accordance  with  schedules  approved  by  the  House 
and  Senate  Committee  on  Ways  and  Means,  a  copy  of  which  shall  be  deposited 
with  the  Budget  Director. 

1.  Exception  or  Deviation  -  An  exception  or  deviation  from  an  approved 
schedule  may  be  requested  by  completing  form  AF-9  "Notice  of  Exception 
or  Deviation  from  Approved  Schedules  of  Amounts  Appropriated  for  Main- 
tenance, Repair,  Replacement,  Alteration  or  Purchase  of  Equipment"  in 
accordance  with  instructions  on  the  form,  and  transmitting  the  form  to 
the  secretary  of  the  executive  office  to  which  the  agency  is  assigned 
for  his  review  and  approval.  Sufficient  copies  of  form  AF-9  should 

be  prepared  so  that  the  Secretary,  upon  granting  his  approval,  shall 
transmit  one  copy  to  each  of  the  following: 

Budget  Director 

House  Committee  on  Ways  and  Means 

Senate  Committee  on  Ways  and  Means 

Legislative  Committee  on  Post  Audit  and  Oversight 

(a)  Emergency  -  No  exception  to  or  deviation  from  an  approved  equip- 
ment schedule  shall  be  approved  unless  it  is  necessary  to  meet  an 
emergency.  The  spending  agency  shall  include  on  form  AF-9  a  state- 
ment of  the  details  of  the  emergency  and  of  the  probable  conse- 
quences if  the  exception  or  deviation  is  not  made. 

(b)  Availability  of  Funds  -  The  spending  agency  shall  certify  on  form 
AF-9  that  sufficient  funds  are  available  and  allotted  for  the  pur- 
pose of  the  exception  or  deviation  requested. 

2.  Certification  -  All  invoices  for  the  maintenance,  repair,  replacement, 
alteration  or  purchase  of  equipment,  other  than  motor  vehicles,  must 
contain  the  following  statement  signed  by  the  head  of  the  Spending 
Agency. 

"I  hereby  certify,  under  the  penalities  of  perjury, 
that  the  goods  or  services  listed  on  this  invoice 
are  in  conformance  with  schedules  approved  under 
the  provisions  of  Chapter  29,  Section  27A  of  the 
General  Laws 


(Authorized  Signature) 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER 

A.  The  Law 

1.  Perpetual  Inventory   G.L.  C7  S.17  provides,  in  part,  that  the  Comp- 
troller shall  establish  a  proper  system  of  accounting  for  stores, 
supplies,  materials  and  products,  and  provide,  where  he  deems  it' 
necessary,  for  a  continuing  inventory  thereof. 

2.  Inventory  Under  Direction  of  Comptroller 

a-   Annual  Inventory  -  Unsuitable  or  Excess  Property 

Rule  12  of  the  "Rules  and  Regulations  Governing  Purchasing",  estab- 
lished in  accordance  with  G.L.  C7,  S.22,  as  amended,  provides  that 
departments,  commissions  and  other  activities  of  the  State  will  in- 
ventory, under  the  direction  of  the  Comptroller,  the  physical  pro- 
perty under  their  control.  Such  inventory  will  indicate  all  items 
of  property  that  are  unsuitable  Or   in  excess  of  the  requirements. 

b.   Disposition  of  Property  -  State  Purchasing  Agent 

Except  as  provided  in  Section  42,  Chapter  30  of  the  General  '  aws, 
whenever  possible, materials,  supplies,  equipment  and  other  p.   rty 
for  which  there  is  no  further  use,  shall  be  sold,  transferred  c 
otherwise  disposed  of  in  the  best  interests  of  the  State,  either 
by  the  State  Purchasing  Agent  or  under  his  specific  authorization. 
Section  42  relates  to  the  disposal,  preservation,  transfer,  etc.  of 
public  records. 

3-  Retention  and  Disposition  of  Forms  and  Books  of  Account 

a.   Records  Conservation  Board 

Retention  and  disposition  of  forms  and  books,  used  in  connection 
with  the  storekeeping  function,  is  governed  by  a  schedule,  of  the 
Records  Conservation  Board,  established  in  accordance  with  G.  L. 
C30,  S.42  as  amended.  Before  disposition  an  agency  must  obtain 
the  Boards'  written  permission  by  filing  forms  prescribed  by  the 
board. 

B.  Storerooms 

1.  Safeguards 

The  head  of  each  agency  maintaining  storerooms  will  be  responsible  for 
establishing  the  necessary  safeguards  to  prevent  theft,  pilferage, 
spoilage,  damage,  breakage  etc. 

2.  Responsibility  for  Storage  Areas 

a.   The  Steward  will  be  responsible  for  all  Materials  and  Supplies  kept 
in  the  General  Storeroom  and  in  all  other  storage  areas. 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 

B.  Storerooms  (Continued) 

2.  Responsibility  for  Storage  Areas  (Continued) 

b.  No.  5  Copy  of  Purchase  Orders 

The  Steward,  or  other  person  designated  by  the  Agency  Head,  is 
responsible  for  the  proper  classification  of  all  purchases.  This 
responsibility  includes  classifying  purchase  orders  by  stamping 
them  "M  &  S"  (materials  and  supplies)  and/or  (maintenance  expenses) 
beginning  with  the  No.  5  copy.  If  a  purchase  order  is  split  between 
the  two  classifications  each  item  will  be  separately  classified  and 
a  monetary  total  for  each  classification  shown.  The  Storekeeper 
will  be  given  the  No.  5  copy  of  purchase  orders. 

c.  The  Steward  is  also  responsible  for  seeing  that  the  Storekeeper 
maintains  separate  records  for  reporting  articles  received  which 
are  classified  as  "M  &  S".  The  No.  5  copy  of  each  purchase  order 
that  is  stamped  "M  &  S"  furnishes  the  Storekeeper  with  the  needed 
information.  All  items  classified  "M  &  S"  are  recorded  in  the 
Stock  Ledger. 

C.  Maintenance  Appropriation  -  Accounts  Payable  and/or  Deficiency 

Amounts  of  documents  processed  for  payment  under  the  Accounts  Payable  - 
Maintenance  Appropriation  account  and  any  Deficieny  Maintenance  accounts 
are  not  classified  on  the  Budgetary  Control  Register  Summary  Account  as 
either  Materials  and  Supplies  or  as  Maintenance  Expenses.  An  agency  that 
maintains  a  stock  ledger,  will  however,  use  a  Budgetary  Control  Register 
Summary  Account  (CD-I),  as  a  memo  record  only,  for  recording  such  documents. 
The  General  Ledger  journal  entries  to  be  made  from  this  data  are  shown  in 
the  functions  of  accounts. 

D.  Activity  Accounts 

It  is  required  that  activity  and  subsidiary  account  numbers  be  entered  on 
purchase  orders  and  invoices  as  transactions  are  recorded  thereunder.  Ac- 
tivity accounts  are  used  to  identify  the  location  of  all  charges  which  nay  w 
directly  associated  with  specific  activities  within  an  agency. 

It  is  required  that  the  "Dept/Ward/Bldg"  be  noted  on  Stores  Requisition 
forms.  A  conversion  table  should  be  provided  to  the  stock  ledger  clerk  to 
permit  relating  such  locations  to  specific  activity  account  numbers. 

In  the  "Account  with  Department"  section  of  the  stock  ledger  should  be 
entered  active  activity  account  numbers.  The  amount  of  each  issue  will  be 
recorded  under  the  proper  activity  account.  Activity  accounts  and  amounts 
are  necessary  in  order  to  determine  the  amount  of  "issues"  by  subsidiary, 
and  by  activity  for  entry  in  the  Functional  Expense  Ledger. 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 

D.  Activity  Accounts  (Continued) 
1.  Cost  Centers 

The  words  "Activity  Account"  and  "Cost  Center"  are  synonymous. 

E.  Accounts  Payable  Reversions  -  Re.  Mainteance  Expenses 

At  the  close  of  a  fiscal  year  encumbrances  outstanding  representing  "Main- 
tenance Expenses"  are  charged  to  the  general  ledger  account  "Maintenance 
Expenses"  and  recorded  in  the  Functional  Expense  Ledger  as  increases  to  the 
proper  cost  centers.  In  the  following  fiscal  year,  on  December  31,  the 
unexpended  balances  of  encumbrances,  carried  as  Accounts  Payable,  revert. 
These  reversions  will  be  credited  to  the  general  ledger  account  "Maintenance 
Expenses"  and  recorded  as  decreases  in  the  proper  cost  centers  of  the  Func- 
tional Expence  Ledger. 

F.  Stock  Ledger  -  Institutions,  and  other  spending  agencies  which  by  their 
nature  purchase  items  from  their  maintenance  appropriation  to  be  stocked 
for  future  use,  must  maintain  a  stock  ledger.  The  Steward  or,  if  none,  an 
other  person  designated  by  the  head  of  the  agency,  is  responsible  for  the 
maintenance  of  the  Stock  Ledger. 

1.  Storekeeper's  Daily  Receiving  Record  -  CD-16  -  Agencies  whose  activity 
in  regard  to  articles  received  warrants  the  use  of  the  Storekeepers 
Receiving  Record  will  use  both  the  No.  5  copy  of  purchase  orders  and 
the  Storekeeper's  Receiving  Record,  form  CD-16,  as  their  receiving 
records. 

a.  The  No.  5  Copy  of  Purchase  Order  -  The  No.  5  copy  of  a  Purchase 
Order  (Division  Receiving  Report)  will  be  given  to  the  Storekeeper 
in  order  that  he  may  determine  that  items  delivered  are  in  con- 
formance with  the  specifications  and  quantities  of  materials  or- 
dered. All  receipts  must  be  counted  and/or  weighed.  Acticles 
must  arrive  at  the  delivery  point  in  a  condition  satisfactory 

to  the  agency.  Date  and  quantities  received  will  be  noted  on  this 
copy  of  the  purchase  order  by  the  Storekeeper  so  that  he  may  be 
apprised  as  to  the  status  of  the  order. 

Completed  No.  5  copies  of  purchase  orders  will  be  filed  in  the 
storeroom.  If  verbal  instruction  is  received  that  an  order  will 
not  be  filled,  in  whole  or  in  part,  a  notation  will  be  made  on 
the  order  and  then  placed  in  the  completed  file.   If,  subsequently, 
articles  are  received  on  an  order  in  the  completed  file,  the  store- 
keeper will  contact  the  Steward  before  accepting  the  delivery. 
The  availability  of  funds  may  be  involved  in  such  instances. 

b.  Recording  Receipt  of  Articles  on  Form  CD-16  -  The  storekeeper  or 
person  receiving  articles  will  prepare  form  CD-16  "Storekeepers 
Daily  Receiving  Record"  regardless  of  their  source  or  whether 
delivered  to  the  General  Storeroom  or  other  location  of  the  agency. 
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F.    Stock  Ledger  (Continued) 

1.  Storekeeper's  Daily  Receiving  Record  -  CD-16  (Continued) 

b.  Recording  Receipt  of  Articles  on  Form  CD-16  (Continued) 

This  is  a  standard  bound  duplicate  form  -  50  sets  to  a  book,  and 
is  available  from  the  Purchasing  Agents'  Supply  Unit.  Separate 
books  (CD-16)  will  be  maintained  for  each  of  the  two  classifica- 
tions, "Materials  and  Supplies"  and  "Maintenance  Expenses". 

c.  Detail  Data  on  CD-16  -  The  headings  of  the  columns  on  the  CD-16 
provide  for  the  person  receiving  articles  to  enter: 

(1)  Purchase  Order  No. 

(2)  Name  of  Vendor 

(3)  Quantity  by  Count  or  Weight  for  Each  Item 

(4)  Description  of  Articles  Received 

(5)  Method  of  Shipment 

(6)  Signature  of  Receiver 

Comments,   relating  to  articles  received  in  other  than  first  class 
condition,  will   be  entered  in  the  "Remarks"  column. 

Complete  descriptions  are  required  of  articles  received,  especially 
on  meats. 

The  Storekeeper  will   approve  the  entries  on  form  CD-16  by  signing 
in  the  space  provided  in  the  lower  right  corner. 

d.  Distibution  of  Form  CD-16  -  The  originals  will   be  sent  to  the 
Stewards'   office  each  morning.     Duplicates  will   remain  in  "Store- 
keeper's Daily  Receiving  Record"  book  as  a  permanent  record. 

e.  The  No.   6  Copy  of  Purchase  Order  -  Steward's  Office  -  Data,  on 
form  CD-16  "Storekeepers  Daily  Receiving  Record",   relating  to 
Materials  and  Supplies,  that  is  received  in  the  Steward's  office 
from  the  Storekeeper,  will   be  entered  on  the  No.   6  copy  of  the 
purchase  orders  opposite  the  pertinent  items.     The  quantity  receiv 
and  the  date  of  receipt  will   be  entered  on  the  purchase  orders. 
These  documents  will   then  be  given  to  the  stock  ledger  clerk  for 
posting  to  the  stock  ledger.     After  posting,  the  documents  will  De 
given  to  the  person  who  processes  invoices  for  batching  purposes 

2.     Stock  Ledger  Sheet  -  CD-4 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
Stock  Ledger  (Continued) 
2.  Stock  Ledger  Sheet  -  CD-4  (Continued) 

a.  Purpose  -  This  form  will  be  used  for  recording  receipts  and  dispo- 
sitions of  materials  and  supplies  carried  in  stock  in  the  store- 
room for  future  use. 

b.  Arrangement  -  Stock  Ledger  Sheets  will  be  arranged  by  subsidiary 
account  and  within  each  subsidiary  grouping  in  alphabetic  sequence. 
The  subsidiary  account  number  will  be  entered  at  the  upper  right 
corner  of  the  sheet. 

c.  Heading  -  At  the  top  of  each  sheet  will  be  entered  the  name  of  the 
article,  the  unit  of  measurement  and  the  minimum  quantity  to  be 
kept  on  hand.  The  two  main  sections  of  CD-4  are  "Account  with 
Storekeeper"  and  "Account  with  Departments".  Three  sub-sections 
under  "Account  with  Storekeeper"  are  captioned  "Received",  "Issued" 
and  "Balance".  Eighteen  columns  are  provided  under  "Account  with 
Departments"  for  distributing  the  cost  of  materials  and  supplies 
issued  to  various  departments  and/or  cost  centers. 

d.  Received  Section  -  Materials  and  supplies  will  be  recorded  by  the 
stock  ledger  clerk  following  receipt  of  form  CD-16  "Storekeepers 
Daily  Receiving  Record"  and  the  no  6.  copy  of  the  applicable  pur- 
chase orders. 

The  name  of  the  vendor,  the  purchase  order  number,  the  date  received 
and  the  mumber  of  units  will  be  entered  from  the  CD-16,  "Storekeepers 
Daily  Receiving  Record". 

The  rate  per  unit,  for  material  and  supplies  items,  and  the  total 
cost  will  be  determined  from  the  purchase  order  (no.  6  copy)  and 
entered  in  the  proper  columns.  The  purchase  order  will  be  returned 
to  the  invoice  clerk. 

(1)  Freight,  Express,  Parcel  Post,  etc.  -  Freight,  express,  parcel 
post,  storeage,  etc.,  items  on  an  invoice  relating  to  a  stock 
ledger  item  will  be  "expensed"  rather  than  be  included  in  the 
unit  price. 

(2)  Cash  Discounts  -  A  separate  page  will  be  set  up  under  each 
subsidiary  account  section  in  the  stock  ledger  and  the  words 
"Cash  Discounts  -  Subsidiary  (number)"  entered  under  the  cap- 
tion "Name  of  Article".  The  amount  of  a  cash  discount,  on 

an  invoice  relating  to  articles  that  had  been  entered  in  the 
stock  ledger,  will  be  recorded  on  the  applicable  "cash  dis- 
count" page  of  the  stock  ledger.  The  vendor's  name  will  be 
entered  in  the  "From  whom  Purchased"  column.  The  last  six 
digits  of  the  document  number  will  be  entered  in  the  "Pro- 
duced" column. 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
F.    Stock  Ledger  (Continued) 

2.  Stock  Ledger  Sheet  -  CD-4  (Continued) 
d.   Received  Section  (Continued) 

(2)  Cash  Discounts  (Continued) 

The  amount  of  the  cash  discount  will  be  entered,  in  red  ink 
in  the  "cost"  columns  of  the  "Received"  and  "Issued"  sections. 
The  amount  of  the  cash  discount  will  also  be  entered  in  the 
"Account  with  Departments"  section  in  the  column  pertaining 
to  the  department  and/or  cost  center. 

(3)  Cash  Discounts  Disallowed  by  Vendors  -  A  vendor  may  bill  an 
agency  for  a  discount  taken  when  an  invoice  was  not  paid 
within  the  time  allowed  under  its  credit  terms.  If  the  invoice 
relates  to  a  stock  ledger  item  the  amount  will  be  entered  on 
the  applicable  "Cash  Discounts"  page.  The  same  procedure 
will  be  followed  as  when  the  cash  discount  was  recorded  (as 

in  (2)  above)  except  that  the  amounts  will  be  recorded  in 
black  ink. 

(4)  Cash  Refunds  -  Articles  recorded  in  the  stock  ledger,  and 
paid  for,  may  subsequently  be  returned  to  the  vendor  and  a 
cash  refund  received  from  the  vendor.  A  notation  will  be 
made  in  the  stock  ledger,  opposite  the  items  returned,  in  the 
"Produced"  column,  of  the  Cash  Book  page  of  the  refund  and  an 
indication  of  whether  the  refund  applies  to  a  current  or  prior 
fiscal  year.  The  last  six  digits  of  the  Voucher  Code,  of  the 
invoice  on  which  payment  had  been  made,  will  also  be  recorded 
in  the  "Produced"  column  of  the  stock  ledger. 

(5)  Credit  Memoranda  -  A  credit  memorandum  pertaining  to  any  fiscal 
year  may  be  applied  against  current  invoices  provided  the  items 
on  the  credit  memorandum  could  be  charged  in  the  original  in- 
stance to  the  account  and  subsidiary  account,  if  any,  to  wjiich 
the  current  invoice  is  being  charged.  The  amount  of  the  credit 
memorandum  will  be  reflected  on  the  Budgetary  Control  Register 
Summary  Account  as  a  reduction  (red  ink)  of  "Materials  and  sup- 
plies" and/or  "Maintenance  Expenses"  whichever  is  applicable. 

(a)  Action  must  be  taken  on  credit  memoranda  as  soon  as  pos- 
sible after  receipt.  Credit  memoranda  must  be  used  as 
reductions  of  current  invoices  but  may  not  result  in  a 
zero  net  payment  or  a  credit  on  an  invoice.  If  there 
are  not  going  to  be  invoices  against  which  the  credit 
can  be  applied,  the  vendor  will  be  advised  and  requested 
to  forward  a  check  in  place  of  the  credit  memorandum. 
If  the  vendor  is  not  responsive  the  State  Purchasing 
Agent  should  be  notified  and  his  assistance  sought. 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
Stock  Ledger  (Continued) 
2.  Stock  Ledger  Sheet  -  CD-4  (Continued) 

d.  Received  Section  (Continued) 

(5)  Credit  Memoranda  (Continued) 
(a)  (Continued) 

Further  action  may  be  taken  under  the  provisions  of 
G.L.  C.29,  S.17  or  by  referring  the  matter  to  the  At- 
torney General  for  disposition. 

e.  Cost  Columns  -  "Received"  and  "Balance"  Sections 

(1)  Fifo  -  All  issues  being  recorded  in  the  stock  ledger  are  to  be 
priced  on  a  first-in  -  first-out  (FIFO)  basis.  An  entry  for  ar- 
ticles received  will  simultaneously  affect  the  "Balance"  section 

(2)  Rate  Column  in  "Balance"  Section  -  The  "rate"  for  articles  in 
the  "Balance"  section  will  be  shown  in  the  blank  column  follow- 
ing the  "Cost"  column. 

(3)  Articles  Received  -  "Received"  Section  -  In  the  "Received" 
section  of  the  stock  ledger  will  be  recorded  the  units  and 
rate  (unit  price)  of  articles  received  and  the  total  cost  of 
these  receipts  will  be  recorded  in  the  "Cost"  column. 

(4)  Articles  Received  -  "Balance"  Section  -  Articles  recorded  in 
"Received"  section  of  the  stock  ledger  must  be  reflected  in 
the  "Balance"  section.  The  receipt  will  be  added  to  an  exist- 
ing balance,  if  the  rate  is  the  same,  and  the  balance(s)  re- 
listed. The  total  cost  of  the  "Balance"  section  will  be  re- 
corded in  the  "Cost"  column. 


ILLUSTRATION 
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Date   Units   Rate   Cost 


19_ 

8/1 

8/5 

8/8 


100 


100 


$  1.25  $  125.00 
$  1.10  $  110.00 


8/10 


50  $  1.25  $  62.50 


25-7 


BALANCE 


Units 
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100 
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100 
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Cost 

$ 

100 

.00 

$ 

225 

00 

$  335.00 


$  397.50 


Rate 

$  1.00 
1.00 

$  1.25 
1.00 
1.25 

$  1.10 
1.00 
1.25 

$  1.10 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
F.    Stock  Ledger  (Continued) 

2.  Stock  Ledger  Sheet  -  CD-4  (Continued) 
f .   Issued  Section 

(1)  Stores  Requisition  Book  -  This  is  a  standard  pre-numbered  man- 
ifold book  in  triplicate  50  sets  to  a  book  and  is  available 
from  the  Purchasing  Agents'  Division  supply  unit.  It  is  used 
to  record  withdrawals  from  the  storeroom.  Books  will  be  dis- 
tributed to  departments  within  the  agency  authorized  to  make 
withdrawals  from  the  storeroom.  A  record  of  the  number  and 
location  of  each  book  will  be  kept  in  the  Stewards'  office. 

(a)  Function  of  Stores  Requisition  Book  -  The  requisition 
will  be  prepared  by  the  party  desiring  the  articles,  ap- 
proved by  a  person  authorized  to  approve  withdrawals 
from  the  storeroom  and  signed  by  the  person  receiving 
the  articles. 

(b)  Posting  Stores  Requistions  to  the  Stock  Ledger 

The  stock  ledger  clerk  will  review  the  Stores  Requisition 
for  completeness.  The  date  delivered,  requisition  number 
and  number  of  units  will  be  entered  on  the  applicable 
stock  ledger  page  and  the  requisition  initialed  in  the 
space  titled  "Entered  in  Stock  Ledger". 

(c)  Distribution  of  Requisitions  -  The  original  is  forwarded 
to  the  Stewards'  office  each  morning  for  posting  to  the 
to  the  stock  ledger.  The  first  copy  remains  in  the  req- 
uisition book  for  audit  purposes  and  the  second  copy  is 
retained  by  the  Storekeeper.  Completed  Stores  Requisition 
Books  will  be  forwarded  to  the  Stewards'  office. 

(2)  Stores  Requisition  Envelope  -  A  Stores  Requisition  Envelope  is 
used  as  a  file  for  the  original  requisitions  received  by  the 
stock  ledger  clerk  and  recorded  in  the  stock  ledger. 

(a)  Function  of  Stores  Requisition  Envelope  -  A  Stores  Requi- 
sition Envelope  will  be  used  for  filing  the  original  req- 
uisition from  two  Stores  Requisition  Books.  The  heading 
provides  for  showing  the  department/cost  center  that  had 
control  of  the  book  and  the  number  of  the  book.  The  date 
articles  were  issued  will  be  recorded  opposite  the  ap- 
plicable requisition  number  and  a  check  mark  will  be  en- 
tered to  indicate  the  requisition  has  been  filed  in  the 
envelope.  Stores  Requisition  Envelopes  will  be  filed 
numerically,  when  completed. 

(3)  Meats  -  Trimming  and  Dressing  -  A  separate  Stores  Requisition 
Book  will  be  used  for  requisitioning  meat  from  the  storeroom. 

25-8 


25 
MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
F.   Stock  Ledger  (Continued) 

2.  Stock  Ledger  Sheet  -  CD-4  (Continued) 

f.  Issued  Section  (Continued) 

(3)  Meats  -  Trimming  and  Dressing  (Continued) 

The  total  guantity  of  meat  issued  (before  trimming  and  dress- 
ing) will  be  entered  in  the  stock  ledger  and  charged  to  the 
reguisitioning  unit.  The  weight  of  bones  and  fat,  resulting 
from  trimming  and  dressing,  will  be  noted  on  the  reguisition 
and  if  to  be  sold  will  also  be  recorded  on  a  Sales  Book  CD-17. 

(4)  Breakage,  Damage  and/or  Spoilage  -  A  separate  Stores  Reguisi- 
tion Book  will  be  kept  in  the  Stewards1  office  to  record 
quantities  of  breakage,  damage  and/or  spoilage  that  will  be 
written  off.  Such  items  will  be  investigated  and,  if  ap- 
proved by  the  Steward  and  Agency  Head,  the  requisition  will 
be  given  to  the  stock  ledger  clerk  to  be  entered  in  the 
"Issued"  section  of  the  stock  ledger,  at  book  value,  and  pro- 
perly identified.  The  Department  must  be  notified  of  a 
single  item  amounts  to  $100.00  or  more. 

g.  Cost  Columns  -  "Issued"  and  "Balance"  Sections 

(1)  Fifo  -  Issues  recorded  in  the  stock  ledger  are  to  be  priced 

at  a  first-in  -  first-out  (FIFO)  basis.  An  entry  for  articles 
issued  will  simultaneously  affect  the  "Balance"  section. 

(2)  Rate  Column  in  "Balance"  Section  -  The  "rate"  for  articles  in 
the  "Balance"  section  will  be  shown  in  the  blank  column  fol- 
lowing the  "Cost"  column. 

(3)  Articles  Issued  -  "Issued"  Section  -  In  the  "Issued"  section 
of  the  stock  ledger  will  be  recorded  the  date  of  issue,  the 
requisition  number,  and  the  units  and  rate  (unit  price)  of 
articles  issued.  The  units  and  rate  (unit  price)  will  be 
taken  from  the  "Balance"  section  in  descending  order  (FIFO). 
The  total  cost  of  articles  issued,  on  a  requistion,  will  be 
shown  in  the  "Cost"  column  of  the  "Issued"  section. 

(4)  Articles  Issued  -  "Balance"  Section  -  Articles  recorded  in 
the  "Issued"  section  of  the  stock  ledger  must  be  reflected 
in  the  "Balance"  section.  The  articles  issued,  and  appli- 
cable rates,  will  be  deducted  from  the  existing  balances 
and  the  balances  re-listed.  The  total  cost  of  the  "Balance" 
section  will  be  recorded  in  the  "Cost"  column  of  the  "Bal- 
ance" section. 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
Stock  Ledger  (Continued) 
2.  Stock  Ledger  Sheet  -  CD-4  (Continued) 

g.   Cost  Columns  -  "Issued"  and  "Balance"  Sections  (Continued) 
4.   Articles  Issued  -  "Balance"  Section  (Continued) 


ILLUSTRATION 


ISSUED 


DATE 
19_ 
8/1 


REQ 
NO 


UNITS  RATE   COST 


8/5   7315 


100  $  1.00 
50  1.50 
25   2.00  $225.00 


BALANCE 


UNITS 


COST 


RATE 


100 

$  1.00 

50 

1.50 

200 

2.00 

100 

$  800.00 

2.25 

175 
100 

575.00 

2.00 
2.25 

3. 


Home  Manufactured  Articles  -  Agencies  using  material,  recorded  in  the 
Stock  Ledger,  for  the  production  of  home  manufactured  articles,  will 
record  the  transfer  of  the  material  from  the  stock  ledger  raw  material 
stage  to  the  intermediate  or  manufacturing  stage  to  the  final  finisheed 
product  account.  The  procedure  to  be  followed  is  as  follows: 

a-   Raw  Materials  -  Record  in  red  ink  on  the  Purchase  side  of  the  pro- 
per account  in  the  stock  ledger  the  transfer  of  the  units  and  value 
of  material  issued  to  the  processing  unit. 

b.  Transfer  to  Manufacturing  Account  -  Record  in  black  ink  on  the 
Purchase  side  of  the  proper  intermediate  account  the  units  and 
value  of  material  issued  to  the  processing  unit. 

c   Transfer  from  Manufacturing  Account  -  Record  in  red  ink  on  the 
Purchase  side  of  the  proper  intermediate  account  the  units  and 
value  of  materials  used.  Each  lot  of  material  sent  to  the  pro- 
cessing unit  should  be  accounted  for  separately  by  reporting  the 
number  of  articles  produced  and  returned  to  the  main  storeroom 
from  the  quantity  of  material  used  in  the  lot. 

d-   Stock  Ledger  -  Finished  Product  Account  -  Set  up  a  new  account  in 
the  proper  section  of  the  stock  ledger  for  each  type  of  home  manu- 
factured articles  sent  to  the  storeroom.  Record  in  black  ink  the 
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25 
MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
Stock  Ledger  (Continued) 

3.  Home  Manufactured  Articles  (Continued) 

d.  Stock  Ledger  -  Finished  Product  Account  (Continued) 

units  produced  and  the  value  based  on  the  cost  of  material  used. 
The  cost  of  findings,  such  as  buttons,  thread,  etc.  used  in  manu- 
facturing is  not  to  be  used  in  determining  the  value  of  the  fin- 
ished goods. 

e.  Issuing  of  Finished  Product  -  Home  manufactured  articles  will  be 
issued  from  the  storeroom  in  the  same  manner  as  all  other  items 
purchased  and  carried  in  stock. 

4.  Home  Grown  Canned  Produce  -  Farm  products  delivered  from  the  farm  to 
the  institution  to  be  canned  or  preserved  will  be  accounted  for  as 
follows: 

a.  Intermediate  Account  -  Set  up  an  intermediate  account  in  the  stock 
ledger  for  each  home  grown  farm  product  to  be  canned  or  preserved. 
Record  in  black  ink,  on  the  "Received"  side  of  the  stock  ledger 
sheet,  the  total  weight  delivered  by  the  farm  to  the  canning  de- 
partment and  the  value,  based  on  the  prices  shown  on  the  current 
average  farm  price  list  of  the  institution. 

b.  Stock  Ledger  Accounts  for  Cans,  Jars,  Rubbers  etc.  -  Set  up  sepa- 
rate accounts  in  the  Food  section  of  the  stock  ledger  and  record 

in  black  ink  the  units  and  value  of  each  type  of  can,  jar,  rubbers, 
etc.  purchased  for  canning  or  preserving  purposes. 

c.  Issuing  of  Cans  Jars,  Rubbers  etc.  -  Record  in  red  ink  on  the  "Re- 
ceived side  of  the  proper  account  the  units  and  value  of  cans,  jars, 
rubbers,  etc.  transferred  to  the  canning  department.  Entries  will 
also  be  made  in  black  ink  on  the  "Received"  side  of  the  intermedi- 
ate account  to  charge  the  units  and  value  to  home  grown  products 
canned  or  preserved. 

d.  Recording  Products  -  Record  in  red  ink  on  the  "Received"  side  of 
the  intermediate  account  the  units  of  cans  or  jars  filled  and  the 
total  value  of  the  product  plus  the  containers  which  have  been 
transferred  to  the  institution  storeroom.  Entries  will  also  be 
made  in  black  ink  on  the  "Received"  side  of  the  active  accounts 
showing  the  number  of  cans  or  jars  and  the  total  value  of  the 
products  transferred  from  the  canning  department  to  the  storeroom 
for  subsequent  issue. 

e.  Incidental  Ingrediants  -  The  cost  of  the  ingredients  such  as  sugar, 
vinegar,  etc.  used  in  canning  or  preserving  will  be  used  in  deter- 
mining cost  by  following  procedures  in  "c"  above. 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
F.    Stock  Ledger  (Continued) 

4.  Home  Grown  Canned  Produce  (Continued) 

f.   Cost  of  Products  Expensed  When  Issued  -  This  method  will  allow 
the  total  cost  of  the  canned  goods  to  remain  in  the  inventory 
until  used  and  will  not  result  in  the  total  cost  of  the  cans  or 
jars  being  charged  off  as  an  expense  in  the  month  in  which  the 
canning  was  done. 

5.  Weight  of  Farm  Products  Delivered  to  Storeroom 

a.  Farm  products  which  are  delivered  to  the  institution  storeroom 
will  be  eneted  on  the  storekeeper's  receiving  record  at  the 
actual  weight  with  certain  exceptions. 

b.  Shrinkage  occuring  between  the  time  of  harvest  and  actual  delivery 
to  the  institution  storeroom  for  consumption  will  be  charged  to  the 
farm.  Shrinkage  occuring  after  delivery  to  the  storeroom  will  be 
charged  to  the  institution.  Exceptions  to  this  general  rule  are 
as  follows: 

(1)  Beef  and  Pork  -  Cattle  and  swine  after  slaughter  will  be  de- 
livered to  the  institution  storeroom  in  their  component  parts, 
that  is,  carcasses,  hearts,  tongues,  livers,  etc.  and  weighed 
at  the  storeroom  when  delivered.  One  pound  per  one  hundred 
will  be  deducted  from  the  weight  of  each  carcass  to  cover 
shrinkage.  The  adjusted  net  weight  will  be  credited  to  the 
farm  and  entered  on  the  storekeeper's  receiving  record. 

(2)  Explanation  for  Recording  Farm  Produced  Pork  in  Stock  Ledger 
The  following  table  shows  the  component  parts  produced  by 
cutting.  The  shrinkage  of  54  pounds*  is  entered  in  the  con- 
trol account  Shrinkage  column.  The  balance  of  3700  pounds 
is  distributed  to  the  proper  active  accounts  in  the  stock 
ledger,  valued  at  an  adjusted  unit  rate  to  absorb  the  shrink- 
age arrived  at  by  dividing  $525.56  by  3700  which  is  $.14204. 


Component  P 

arts 

Weight 

Adjusted 

Rate  # 

Value 

Hams 

932  lbs 

$.14204 

$132.38 

Shoulders 

800  " 

ii 

113.64 

Fresh  Pork 

1,228  " 

» 

174.43 

Salt  Pork 

430  " 

ii 

61.08 

Bacon 

200  " 

n 

28.41 

Leaf  for  La 

rd 

110  " 

" 

15.62 

Trim  &  Shrinkage 

54  "* 

— 

— 

Totals 


3,754 


$525.56 


(#  Illustration  only  ) 
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25 
MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
F.   Stock  Ledger  (Continued) 

5.  Weight  of  Farm  Products  Delivered  to  Storeroom  (Continued) 
b.   Shrinkage  (Continued) 

(2)  (Continued) 

(a)  The  200  lbs.  of  bacon  valued  at  $28.41  is  sent  for  cur- 
ing. At  this  time  an  entry  should  be  made  in  red  ink 

on  the  "Received"  side  of  the  account  in  the  stock  ledger, 
using  the  above  units  and  value.  An  intermediate  ac- 
count should  also  be  set  up  in  the  "Food"  section  of  the 
stock  ledger  and  an  entry  made  in  black  ink  on  the  "Re- 
ceived" side  showing  the  units  and  value  of  material. 

(b)  The  bacon  is  subsequently  returned  weighing  190  lbs. 
The  curing  cost,  if  any,  should  be  added  to  the  original 
cost  of  $28.41  and  the  total  cost  and  number  of  units 
entered  in  black  ink  on  the  "Received"  side  of  a  new  ac- 
count set  up  in  the  "Food"  section  of  the  stock  ledger. 
An  entry  should  also  be  made  in  red  ink  on  "Received" 
side  of  the  intermediate  account  using  the  original 
units  and  value. 

(c)  The  same  procedure  applies  to  leaf  sent  to  the  kitchen 
for  lard  and  for  hams  and  shoulders  sent  to  be  cured. 
The  above  explanation  refers  also  to  farm  produced  beef, 
using  the  proper  component  parts. 

Poultry  -  Following  slaughter,  all  poultry  will  be 
delivered  to  the  institution  storeroom  undrawn  and 
and  the  gross  weight  entered  on  the  storekeeper's 
receiving  records. 

Milk  -  Daily  production  will  be  recorded  in  pounds 
and  received  only  as  whole  milk.  Before  entering 
production  of  milk  in  the  stock  ledger,  the  clerk 
will  convert  the  unit  from  pounds  to  quarts  by  di- 
viding by  2.15. 

6.  Inventory  Report  and  Adjustment  Sheet  -  CD-24  -  Form  CD-24  "Inventory 
Report  and  Adjustment  Sheet"  will  be  used  to  inventory  stock  ledger 
items.  This  form  is  available  for  requisition  from  the  Purchasing 
Agent's  Division  supply  unit. 

a.   Frequency  of  Inventory  Taking  -  Stock  ledger  items  will  be  inven- 
toried three  times  during  the  fiscal  year,  including  a  complete 
inventory  to  be  taken  June  30.  An  immediate  inventory  must  be 
taken  if  a  shortage  is  suspected. 
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25 
MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
F.    Stock  Ledger  (Continued) 

6.   Inventory  Report  and  Adjustment  Sheet  -  CD-24  (Continued) 

b.  Cut-Off  Date  -  Before  an  inventory  count  is  started  a  cut-off  date 
will  be  established.  The  stock  ledger  clerk  must  be  advised  of 
the  cut-off  date  and  also  of  changes  accurring  to  the  inventory 
during  the  inventory  period. 

c.  Preparation  of  Form  CD-24  -  When  preparing  to  take  an  inventory 
form  CD-24  will  be  used  listing  in  the  "Description"  column  the 
names  of  the  articles  and  the  unit  measurements  (ea.,  lbs.  etc.) 
of  items  to  be  inventoried. 

d.  Actual  Count  -  The  actual  count  of  the  stock  ledger  items  will  be 
taken.  A  member  of  the  Stewards'  office  should  over-see  the  count- 
ing and  the  recording  of  the  counts  in  the  units  column  under  the 
heading  "Actual  Count." 

e.  Stock  Ledger  -  Unit  Balances  -  From  the  stock  ledger  the  unit  bal- 
ances will  be  entered  in  the  "Units"  column  of  form  CD-24  under 
the  heading  "Book  Balance". 

f    Reconciliation  -  Actual  Count  to  Book  Balance  -  All  counts  must  be 
reconciled  to  balances  in  the  stock  ledger.  An  effort  will  be  made 
to  resolve  all  differences,  taking  into  consideration  all  applica- 
ble records,  particularity  those  in  transit,  and  recounting  items 
in  question.  Unresolved  differences  will  be  adjusted. 

g.   Inventory  Adustments  -  Differences  in  quantities  between  the  "Ac- 
tual" and  "Book"  balances,  will  require  adjustments  and  must  be 
recorded  on  form  CD-24  "Inventory  Report  and  Adjustment  Sheet",  in 
either  the  "Plus"  or  "Minus"  columns.  Data  in  the  "Plus"  column 
will  indicate  that  the  "Actual"  count  exceeds  .the  "BooK"  balance. 
Data  in  the  "Minus"  column  will  indicate  that  "Book"  balance  ex- 
ceeds the  "Actual"  count. 

(1)  The  line  number,  on  form  CD-24,  of  an  item  that  has  data  in 
the  "Adjustment"  columns,  will  be  recorded  on  the  reverse  side 
of  the  form  with  an  explanation  of  known  conditions  causing 
the  difference  as  well  as  an  indication  of  the  cost  centers 
involved. 

h.   Adjustment  Entries  in  Stock  Ledger 

(1)  Differences  shown  in  the  "Adustment"  columns  of  form  CD-24 
should  be  reviewed  by  the  Steward  and,  if  approved  by  him, 
will  be  given  to  the  stock  ledger  clerk  who  will  enter  the 
adjustments  on  the  proper  pages  of  the  stock  ledger.  Each 
stock  ledger  entry  made  will  be  identified  by  recording  "ADJ" 
in  the  "Produced"  column. 
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25 
MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
Stock  Ledger  (Continued) 

6.  Inventory  Report  and  Adjustment  Sheet  -  CD-24  (Continued) 
h.   Adjustment  Entries  in  Stock  Ledger  (Continued) 

(1)  (Continued) 

(a)  The  "cost"  of  each  adjustment  will  be  recorded  on  form 
CD-24  "Inventory  Report  and  Adjustment  Sheet"  in  the 
applicable  "amount"  column  of  the  "Adjustment"  section. 
The  "net"  amount  of  all  adjustments  (either  a  plus  or  a 
minus)  will  be  recorded  on  the  bottom  of  the  first  page 
of  form  CD-24. 

(b)  The  head  of  an  agency  must  notify  the  Department,  under 
which  they  operate,  of  a  shortage  of  $100.00  or  more  in- 
volving a  single  item.  A  copy  of  the  notification  should 
be  attached  to  the  "Inventory  Report  and  Adjustment  Sheet", 
form  CD-24. 

(c)  Each  CD-24  will  be  filed  in  the  Stewards'  office. 

7.  Disposition  of  Unsuitable  or  Excess  Materials  and  Supplies 

a.  Rules  and  Regulations  Governing  Purchasing  -  Rule  12  of  the  Rules 
and  Regulations  Governing  Purchasing,  established  in  accordance 
with  G.L.  C.7,  S.22,  as  amended,  provided,  in  effect,  that  when 
the  annual  June  30  inventory  of  materials  and  supplies  is  taken, 
a  determination  will  be  made  of  unsuitable  and  excess  items,  and 
that  such  property  for  which  there  is  no  further  use,  shall  be 
disposed  of  either  by  the  State  Purchasing  Agent  or  under  his 
specific  authorization. 

(1)  The  Purchasing  Agent  will  be  notified,  in  writing,  of  unsuit- 
able or  excess  items. 

b.  Stock  Ledger  Entries 

(1)  The  transfer  of  stock  ledger  items,  to  an  agency  that  main- 
tains a  stock  ledger,  will  be  recorded  in  red  ink  in  the  "Re- 
ceived" section  on  the  applicable  page(s)  of  the  stock  ledger. 
The  notation  "TR"  should  be  recorded  in  the  "Produced  column. 

(a)  The  agency  receiving  the  articles  will  record  them  in 
black  ink  in  the  "Received"  section,  on  the  applicable 
pagers)  of  the  stock  ledger.  These  items  will  be  ex- 
pensed" when  issued. 

(2)  The  disposal  of  stock  ledger  items,  other  than  to  an  agency 
that  maintains  a  stock  ledger  ((1)  above)  will  be  recorded 
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25 
MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 

F.  Stock  Ledger  (Continued) 

7.  Disposition  of  Unsuitable  or  Excess  Materials  and  Supplies  (Continued) 

b.   Stock  Ledger  Entries  (Continued) 

(2)  (Continued) 

in  the  "Issued"  section,  on  the  applicable  page(s),  of  the 
stock  ledger,  a  notation  should  be  recorded  in  the  "Produced" 
column  to  indicate  the  nature  of  the  disposition. 

(3)  The  sale  of  unsuitable  or  excess  stock  ledger  articles  must 
not  be  applied  as  a  credit  on  any  invoice.  The  proceeds  of 
sales  will  be  handled  as  revenue. 

G.  Returnable  Containers  -  Demurrage 

1.  Definitions 

a.  Returnable  Containers  -  Returnable  containers  are  those  receptacles, 
housing  a  product,  on  which  a  deposit  is  paid  by  the  purchaser  of 
the  product  to  ensure  the  return  of  the  containers. 

b.  Demurrage  -  Demurrage  is  a  charge  made  by  a  supplier  to  a  purchaser 
for  holding  a  returnable  container  beyond  an  agreed  period  of  time. 

2.  Responsibility  -  The  Steward  has  the  responsibility  for  ensuring  that 
returnable  containers  are  returned  on  a  timely  basis,  deposits  are  re- 
covered and  demurrage  is  kept  to  a  minimun. 

3.  Demurrage  and  Deposit  Charges  -  All  charges  for  deposits  and/or  demur- 
rage of  returnable  containers  will  be  "expensed"  to  the  using  depart- 
ment/cost center. 

4.  Container  Content  Charges 

a.  The  contents  of  returnable  containers  which  when  received,  are  not^ 
to  be  kept  under  the  control  of  the  storekeeper,  will  be  "expensed 
to  the  using  department/cost  center. 

b.  The  contents  of  returnable  containers  that  are  to  be  considered 
items  of  stock,  will  be  recorded  in  the  stock  ledger,  at  the  unit 
price  of  the  container  content,  and  issued  to  the  using  department/ 
cost  center  according  to  the  normal  procedure. 

5-  Refund  of  Deposits  -  Monies  received,  on  account  of  containers  returned 
to  a  supplier,  will  be  treated  as  current  year  refunds. 

6-  Offsetting  Billings  for  Containers  Returned 

a-   Contents  of  Container  -  Expensed  -  The  contents  plus  the  container 
deposits  are  charged  to  the  using  department/cost  centers. 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
G.   Returnable  Containers  -  Demurrage  (Continued) 

6-  Offsetting  Billings  for  Containers  Returned  (Continued) 

a.  Contents  of  Container  -  Expensed  (Continued) 

The  deduction  on  the  invoice,  for  containers  returned,  will  be 
handled  as  expenditure  decreases  and  apportioned  to  the  applicable 
department/cost  center.  Entries  will  be  made  in  the  Budgetary 
Control  Register  and  the  Functional  Expense  Ledger. 

b.  Contents  Handled  as  Stock  Ledger  Items  -  The  cost  of  the  contents 
will  be  charged  to  "Materials  and  Supplies". 

The  container  deposits  will  be  "expensed"  to  the  applicable  de- 
partments/cost centers. 

The  deduction  on  the  invoice,  for  containers  returned  will  be  han- 
dled as  expenditure  decreases  and  apportioned  to  the  applicable  de- 
partment/cost centers. 

1  -     Credit  Memoranda  -  A  credit  memorandum  received  for  containers  returned 
may  be  processed  against  current  invoices  provided  the  items  on  the  cre- 
dit memorandum,  could  be  charged  in  the  original  instance  to  the  ac- 
count and  subsidiary  account,  if  any,  to  which  the  current  invoice  is 
being  charged. 

Once  the  deduction  is  made  on  the  supplier's  invoice  the  credit  memo- 
randum, in  effect,  is  the  same  as  an  offsetting  billing  and  will  be 
handled  in  the  same  way.   (see  6  above) 

8-  Record  Keeping  for  Returnable  Containers  -  Adeguate  records,  of  return- 
able containers,  must  be  maintained  by  a  spending  agency.  Demurrage 
charges  will  be  checked  to  such  records  to  ensure  accuracy. 

^   Stock  Ledger  Trial  Balance  Book 

1.  Month  End  Procedures 

a.  At  the  close  of  each  month  a  listing  will  be  made  of  the  total 
units  and  their  values  in  the  "Received",  "Issued"  and  "Balance" 
sections  in  the  materials  and  supplies  stock  ledger.  This  list- 
ing will  be  made  in  a  Trial  Balance  book  which  is  available  for 
reguisition  from  the  State  Purchasing  Agents'  Supply  Unit. 

b.  The  listing  is  a  complete  and  comprehensive  record  which  serves 

as  a  guide  to  the  Steward  in  the  purchase  and  use  of  every   article 
carried  in  stock. 

2-  Format  of  Trial  Balance  Book  -  The  Trial  Balance  Book  will  be  set  up  as 
follows: 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 

H.    Stock  Ledger  Trial  Balance  Book  (Continued) 

2.  Format  of  Trail  Balance  Book  (Continued) 

a.   Six  columns  will  be  used  each  month  in  listing  a  trial  balance 
as  follows: 

MONTH 
RECEIVED  ISSUED  BALANCE 


UNITS 


AMOUNT     UNITS 


AMOUNT    UNITS 


AMOUNT 


b.  The  accounts  will  be  arranged  in  the  same  order  as  they  appear  in 
the  stock  ledger,  allowing  sufficient  space  for  the  addition  of 
new  accounts,  subsidiary  account  totals  and  grand  totals. 

c.  Subsidiary  Account  Totals  -  Lines  will  be  drawn  after  each  subsid- 
iary account  listing  and  proven  totals  recorded. 

3.  Recapitulation  of  Trial  Balance 

a.  In  the  "Recapitulation"  section  of  the  trial  balance  book  two  col- 
umns will  be  provided  for  each  month  "Issues",  "Balance".  Totals 
will  be  recorded  for  each  subsidiary  account  and  a  grand  total  shown. 

b.  General  Ledger  Entry  -  The  total  of  all  issues  for  the  month  will 
be  the  basis  for  the  following  journal  entry: 

Debit:  Maintenance  Expenses 

Credit:  Materials  and  Supplies 

4.  Issues  -  Functional  Expense  Ledger  -  A  columnar  work  sheet  will  be 
utilized  to  aggregate  the  cost  of  articles  issued  during  the  month  to 
be  charged  to  specific  cost  centers/activity  accounts. 

The  top  of  each  work  sheet  will  be  Tabled  "Issues"  and  the  date  and 
subsidiary  account  shown. 

The  fist  money  column  will  be  titled  "Total"  and  each  following  column 
will  have  the  title  of  an  activity  account/cost  center. 

Each  monthly  total,  in  the  "Account  With  Department"  section  of  the 
stock  ledger,  will  be  recorded  in  both  the  "Total"  column  and  the  ap- 
plicable "activity  account/cost  center"  of  the  work  sheet. 

After  all  issues  for  the  month  have  been  recorded  on  the  work  sheet, 
columns  will  be  added  and  proven  to  the  "Total"  column.  The  "Total" 
column  must  agree  with  the  monthly  total  of  "Issues"  shown  on  the 
"Recapitulation"  section  of  the  trial  balance  book. 

Materials  and  Supplies  -  Control  Accounts 

1.  Goods  received,  stocked  for  future  use,  and  purchased  from  the  agency's 
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MATERIALS  AND  SUPPLIES  -  STOCK  LEDGER  (Continued) 
Materials  and  Supplies  -  Control  Accounts  (Continued) 

1.  (Continued) 

Maintenance  Appropriation  are  recorded  in  the  stock  ledger. 

2.  Four  accounts  may  be  involved  in  the  payment  of  goods  received  that  had 
been  recorded  in  the  stock  ledger  i.e., 

Current  fiscal  year  account 

Accounts  Payable  account 

Prior  fiscal  year  deficiency 

Prior  fiscal  year  expenses 

3.  A  trial  balance  of  the  stock  ledger  is  taken  each  month.  This  tests 
the  accuracy  of  the  stock  ledger  and  provides  data  to  prepare  journal 
entries  that  record  the  monthly  "issues"  and  adjusts  the  balance,  of  un- 
paid articles  received,  in  the  General  Ledger  control  accounts. 

4.  The  budgetary  control  summary  account  provides  data  to  record  bills 
processed  for  payment,  representing  materials  and  supplies,  in  the  con- 
trol accounts. 

5.  Statements  from  the  Comptroller's  Division,  relating  to  "prior  fiscal 
years  expenses"  and  "prior  fiscal  years  deficiencies",  are  used  for 
preparing  journal  entries  to  record  such  charges  in  the  General  Ledger 
control  accounts. 

Goods  Received  -  Not  Paid  For  -  Control  Account  -  Maintenance  appropriation 
materials  and  supplies  articles  are  recorded  in  the  stock  ledger  when  re- 
ceived. The  value,  of  the  portion  of  the  articles  that  have  not  been  paid 
for,  will  be  reflected  in  the  General  Ledger  account  "Goods  Received  -  Not 
Paid  For".  At  the  end  of  each  month  this  account  will  be  adjusted  by  the 
difference  between  the  balance  of  the  "Materials  and  Supplies"  account  and 
the  total  value  of  goods  in  the  stock  ledger  (shown  on  the  recapitulation 
of  the  trial  balance  of  the  stock  ledger). 

Goods  Ordered  Not  Received  -  Control  Account  -  At  the  beginning  of  a  fiscal 
year  materials  and  supplies  encumbrances,  outstanding  on  June  30,  represent- 
ing items  not  received,  will  be  recorded  in  the  General  Ledger  account  "Goods 
Ordered  -  Not  Received".  This  account  is  reduced,  at  the  end  of  each  month, 
by  the  value  of  such  items  received.  At  the  end  of  the  Accounts  Payable 
period,  (December  31),  the  balance  of  the  account,  "Goods  Ordered  -  Not  Re- 
ceived", will  be  closed.  Data  in  this  account  is  used  to  reconcile  "Ex- 
penses" to  "Expenditures"  on  an  Agencies  financial  report. 
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FARM  ACCOUNTING 

Description  of  Forms  -  The  prescribed  forms  will  be  used  on  which  to  re- 
cord transactions  pertaining  to  the  farm.  These  forms  will  enable  the 
institution  to  bring  together  accumulative  records  of  all  farm  costs  such 
as  labor,  materials,  etc.,  and  of  farm  credits  for  production  and  distri- 
bution of  articles  produced.  These  forms  are  so  designed  that,  if  pro- 
perly kept,  they  will  provide  the  necessary  information  required  to  make 
out  the  annual  farm  report,  on  a  calendar  year  basis,  in  its  present  form 
and  arrangement.  They  may  be  requisitioned  from  the  Purchasing  Agents 
Division  Supply  Unit  in  the  same  manner  as  all  other  CD  forms.  The  fol- 
lowing is  a  list  of  the  farm  forms  together  with  a  description  of  each. 

1.  CD-36,  Daily  Farm  Report 

a.  First  Section  -  Production  to  Storeroom 

(1)  In  the  first  column  the  farmer  will  enter  the  name  of  prod- 
ucts raised  or  produced  and  sent  to  the  maintenance  store- 
room. 

(2)  In  the  second  column  the  farmer  will  enter  the  farm  weight 
of  the  product. 

(3)  The  farmer  will  insert  the  name  of  the  field  on  which  the 
product  was  raised  or  the  animal  which  produced  it  and  will 
place  a  check  mark  in  the  space  provided  under  each  column 
used.  In  the  Quantity  column  which  has  been  check  marked 
by  the  farmer  is  entered  the  weight  of  the  product  as  re- 
ceived by  the  maintenance  storekeeper.  The  weight  entered 
by  the  farmer  is  used  only  for  checking  weights  reported  by 
the  storekeeper  and  not  for  posting.  Discrepancies  of  any 
size  should  be  investigated  immediatedly. 

(4)  This  section  represents  credits  to  Fields  and  debits  to 
Products  in  Farm  Storage,  also  credits  to  Products  in  Farm 
Storage  and  debits  to  Institution  Storeroom. 

(5)  Cross-  total  all  columns  and  enter  the  total  weight  in  the 
Total  column. 

(6)  Postings  are  to  be  made  from  the  Total  column  of  this  sec- 
tion to  two  records:  Maintenance  stock  ledger  and  Form 
CD-36C  (Farm  C).  Form  CD-36C  (Farm  C)  is  described  in  sub- 
sequent paragraphs. 

b.  Second  Section  -  Production  to  Farm  Storage 

(1)  In  the  first  column  the  farmer  will  enter  the  name  of  the 
products  raised  and  sent  to  farm  storage. 
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FARM  ACCOUNTING  (Continued) 
A.    Description  of  Forms  (Continued) 

1.  CD-36,  Daily  Farm  Report  (Continued) 

b.  Second  Section  -  Production  to  Farm  Storage  (Continued) 

(2)  The  farmer  will  insert  the  name  of  the  field  on  which  the 
product  was  raised  or  the  animal  which  produced  it  and  will 
enter  the  weight  in  that  column. 

(3)  This  section  represents  credits  to  Fields  and  debits  to  Farm 
Products  in  Farm  Storage. 

(4)  Cross-total  all  columns  and  enter  the  total  weight  in  the 
Total  column. 

(5)  Postings  are  to  be  made  from  the  Total  columns  of  this  sec- 
tion to  Form  CD-36C  (Farm  C). 

c.  Third  Section  -  Issues  from  Farm  Storage 

(1)  In  the  first  column  the  farmer  will  enter  the  name  of  prod- 
ucts which  he  has  issued  from  farm  storage. 

(2)  The  farmer  will  enter  weights  in  the  column  under  the  head- 
ing of  the  project  to  be  charged  with  the  exception  of  is- 
sues to  maintenance  storeroom. 

(3)  When  issues  are  made  to  the  maintenance  storeroom,  the  far- 
mer enters  the  name  of  the  product  in  the  first  column  and 
check  marks  the  column  headed  Storeroom.  The  weight  is  en- 
tered by  the  maintenance  storekeeper. 

(a)  Farm  products  issued  from  storeroom  will  be  accounted 
for  separately  in  the  account  captioned  "Farm  Products 
Issued  From  Storeroom"       , 

(4)  Spoilage  is  to  be  weighed  and  entered  by  the  farmer  in  the 
column  provided  for  that  purpose. 

(5)  This  section  represents  credits  to  Farm  Products  in  Farm 
Storage  and  debits  to  Farm  Projects  and  to  Maintenance 
Storeroom. 

(6)  Cross-total  all  columns  and  enter  the  total  weight  in  the 
Total  column. 

(7)  Postings  are  to  be  made  from  the  Total  column  of  this  sec- 
tion to  two  records:  Maintenance  stock  ledger  and  Form 
CD-36C  (Farm  C) . 
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FARM  ACCOUNTING  (Continued) 
A.    Description  of  Forms  (Continued) 

2.  CD-36A  (Farm  A),  Analysis  of  Labor  Cost  -  This  form  is  to  be  arranaed 
in  the  farm  ledger  under  three  sections,  namely: 

Labor  Cost 

Horse  and  Tractor  Labor  Cost 

Other  Farm  Charges 

a.  Labor  Cost 

(1)  The  hours  and  cost  of  labor  for  each  farm  employee  and/or 
resident  including  the  head  farmer  will  be  computed  on 
regular  institution  labor  sheets,  CD-36E  (Farm  E)  and  post- 
ed in  total  by  projects  at  the  end  of  each  month  to  Form 
CD-36A  (Farm  A). 

(2)  In  the  Explanation  column  will  be  recorded  the  number  or 
name  shown  on  the  institution  labor  sheet. 

(3)  In  the  Total  Hours  column  will  be  recorded  the  total  hours 
for  the  month  of  each  employee  and/or  resident  as  shown  on 
the  institution  labor  sheet. 

(4)  In  the  Amount  column  will  be  recorded  the  total  labor  cost 
for  the  month  of  each  employee  and/or  resident  as  shown  on 
the  institution  labor  sheet. 

(5)  The  Distributions  column  will  be  headed  in  conformity  with 
Sheet  I  of  the  annual  farm  report.  Items  not  applicable  to 
institution  should  be  omitted. 

(6)  At  the  end  of  the  month  a  total  of  each  column  for  the  cur- 
rent month  and  also  an  accumulative  total  for  the  year  to 
date  should  be  shown.  The  total  of  the  Amount  column  should 
be  in  agreement  with  the  Personal  Services,  Farm  account  as 
shown  on  the  monthly  financial  report. 

b.  Horse  and  Tractor  Labor  Cost  -  Use  the  same  instructions  as  for 
Labor  Cost  except  as  to  that  part  of  the  instructions  pertaining 
to  checking  with  the  financial  report. 

c.  Other  Farm  Charges  -  Use  the  same  instructions  as  for  Labor  Cost 
except  as  to  that  part  of  the  instructions  pertaining  to  check- 
ing with  the  financial  report. 

3.  CD-36B  (Farm  B),  Farm  Appropriation  Items  -  One  sheet  will  be  used 
for  each  object  code  item  pertaining  to  Farm  listed  under  the  various 
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FARM  ACCOUNTING  (Continued) 

A.    Description  of  Forms  (Continued) 

3.  CD-36B  (Farm  B),  Farm  Appropriation  Items  (Continued) 

subsidiary  accounts  in  the  monthly  financial  report.  Exception:  One 
sheet  will  be  used  for  each  subdivision  of  feed  for  livestock,  i.e., 
beet  pulp,  grain,  etc.,  hay,  molasses  for  cattle,  other  feed. 

The  Agency's  Farm  eight  digit  cost  center  number  will  be  shown  on  the 
heading  of  each  Form  CD-36B. 

a.  Entries  are  to  be  made  during  the  month  from  invoices  which  are 
classified  as  maintenance  expense  charges.  No  entries  are  to  be 
made  during  the  month  from  invoices  or  items  which  are  classi- 
fied as  materials  and  supplies  stock  ledger  charges  or  equipment 
i  terns . 

b.  At  the  end  of  each  month,  the  stock  ledger  clerk  will  prepare 
the  summarization  of  maintenance  stores  issued  during  the  month 
for  farm  purposes,  from  the  maintenance  stock  ledger  trial  bal- 
ance book  and  will  transmit  this  information  to  the  farm  office 
to  serve  as  a  basis  for  the  preparation  of  the  required  entries. 

c.  In  the  first  column  will  be  entered  the  Julian  date  of  the  sched- 
ule or  month  in  which  the  issues  are  made. 

d.  In  the  second  column  will  be  entered  the  voucher  number  of  each 
invoice  scheduled. 

e.  In  the  third  column  will  be  entered  the  name  of  the  vendor  from 
whom  articles  were  purchased  or,  if  issued  from  the  maintenance 
stores,  insert  the  word  Issues. 

f.  In  the  fourth  column  will  be  entered  a  brief  description  of  pur- 
chases or  issues. 

g.  In  the  fifth  column  will  be  entered  the  total  net  cost  of  charges 
applicable  to  appropriation  items. 

h.   The  Distribution  columns  should  be  headed  in  accordance  with  the 
annual  farm  report,  sheets  A-l,  B-l  through  H,  omitting  only 
those  projects  which  are  not  considered  applicable  to  the  insti- 
tution. The  totals  of  the  Distribution  columns  should  be  in 
agreement  with  the  total  of  the  fifth  or  net  Cost  column. 

Note:  Equipment  Purchases  should  be  recorded  in 
a  separate  column. 

i-   Special  Instructions  for  Feed  for  Livestock  Sheets  -  The  above 
instructions  should  be  followed  with  the  following  exceptions: 
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FARM  ACCOUNTING  (Continued) 
A.   Description  of  Forms  (Continued) 

3.  CD-36B  (Farm  B),  Farm  Appropriation  Items  (Continued) 

i-   Special  Instructions  for  Feed  for  Livestock  Sheets  (Continued) 

(1)  Since  the  quantity  of  feed  as  well  as  the  value  must  be 
reported  on  the  annual  farm  report,  all  entries  must  show 
a  complete  description  in  the  Description  column,  giving 
weight  and  name  of  each  kind  of  feed. 

(2)  Instead  of  using  all  Distribution  columns  as  value  columns, 
the  headings  should  be  filled  in  for  groups  of  two  columns, 
one  bing  used  as  a  Quantity  column  and  the  other  as  a  Value 
column. 

(3)  In  order  that  all  feed  reports  may  be  prepared  from  these 
records,  the  heading  Dairy  should  be  divided  into  Cows, 
Young  Stock,  etc.,  and  Poultry,  into  Hens  and  Chickens. 
Distribution  of  feed  for  livestock  may  be  secured  from  the 
maintenance  stock  ledger  issues. 

j.   The  total  of  the  CD-36B  (Farm  B)  column  headed  Cost  should  be 
in  agreement  with  the  total  of  all  object  code  items  pertaining 
to  Farm  listed  under  the  various  subsidiary  accounts  in  the 
monthly  financial  report. 

4.  CD-36C  (Farm  C),  Products  -  One  sheet  will  be  used  for  each  product 
raised  and  one  sheet  for  miscellaneous  sales  of  articles.  A  separate 
sheet  titled  "Summary"  will  be  used  to  record  monthly  totals. 

a.  Entries  are  to  be  made- from  CD-36  Daily  Farm  Report,  Daily  Egg 
Report,  Daily  Milk  Report  and  Slaughter  Reports.  Quantities 
only  should  be  entered  during  the  month.  At  the  end  of  the 
month  values  are  to  be  computed  using  the  rate  developed  by  a 
five  year  average. 

b.  Daily  Production  Columns  -  Enter  the  daily  total  quantities  of 
products  as  reported  in  the  first  section  of  CD-36  Daily  Farm 
Report.  Enter  the  daily  total  quantities  of  products  as  report- 
ed in  the  second  section  of  CD-36  Daily  Farm  Report.  Key  en- 
tries so  as  to  indicate  whether  the  product  was  sent  to  the 
Institution  storeroom  or  to  the  Farm  Storage. 

c.  Issues  Column  -  Enter  the  daily  total  quantities  of  products  as 
reported  in  the  first  and  third  sections  of  CD-36  Daily  Farm  Re- 
port. Key  entries  so  as  to  indicate  whether  products  were  from 
Field  or  from  Farm  Storage. 

d.  Balance  Column  -  The  units  and  value  of  farm  products  in  Farm 
Storage  at  the  end  of  each  month  will  be  shown  in  this  column. 
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FARM  ACCOUNTING   (Continued) 
A.         Description  of  Forms  (Continued) 

4.  CD-36C   (Farm  C),   Products   (Continued) 

e.  The  Distribution  columns  will   be  headed  in  accordance  with  the 
annual   farm  report.     Issues  are  to  be  distributed  as  follows: 
All   items  from  the  first  section  of  CD-36  Daily  Farm  Report  will 
be  entered  in  the  Distribution  column  headed  Storeroom  and  items 
from  the  third  section  of  CD-36  Daily  Farm  Report  will  be  enter- 
ed in  Distribution  columns  headed  as  designated  on  CD-36  Daily 
Farm  Report. 

f.  Entries  From  Other  Reports  -  The  same  instructions  given  under 
CD-36  Daily  Farm  Report  should  be  followed. 

g.  Figures  for  the  monthly  farm  repprt  can  be  compiled  from  these 
sheets. 

5.  CD-36E  (Farm  E),  Farm  Personal   Services  -  One  sheet  is  to  be  kept 
each  month  for  each  employee  and/or  resident  on  a  payroll  or  sched- 
ule; also,  one  sheet  for  each  horse,  truck  or  tractor. 

a.  Daily  entries  are  to  be  made  under  the  proper  date  and  to  the 
project  on  which  labor  has  been  employed  as  shown  by  the  head 
farmer's  daily  time  book. 

b.  The  Head  Farmers'    salary  will   be  pro-rated  to  projects  managed 
by  him. 

c.  At  the  end  of  the  month  the  sheet  is  to  be  cross-totaled  and  the 
total   hours  worked  on  each  project  is  to  be  entered  in  the  Hours 
column.     The  amount  of  wages  is  to  be  computed  and  entered  in 
the  Wages  column.     Totals  are  to  be  transferred  to  CD-36A  Anal- 
ysis of  Labor  Cost. 

6.  CD-36F  (Farm  F),   Inventory  of  Livestock  -  The  face  of  this  form  will 
not  be  used. 

a.  Reverse  Side  of  Form  -  Report  on  an  Annual   Rather  Than  Monthly 
Basis  -  This  form  is  to  be  used  by  the  institution  in  reporting 
the  inventories  of  livestock  at  the  end  of  the  year  together 
with  the  reasons  for  increases  or  decreases  in  the  ending  inven- 
tory as  compared  with  the  inventory  at  the  beginning  of  the  year. 

b.  Columns  are  provided  in  which  the  animals  may  be  listed  numeri- 
cally in  progressive  order  from  young  to  full   grown  stock. 

c.  In  the  first  column  the  lines  are  designated  and  are  self-explan- 
atory.    The  difference  between  the  On  Hand  -  First  of  the  Year 
and  On  Hand  -  End  of  the  Year,   should  be  in  agreement  with  the 
difference  between  the  Total    Increases  and  Total   Decreases. 
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FARM  ACCOUNTING  (Continued) 

A.  Description  of  Forms  (Continued) 

6.  CD-36F  (Farm  F),  Inventory  of  Livestock  (Continued) 

d.   Form  CD-36F  (Farm  F)  must  be  signed  by  the  head  farmer. 

B.  Non-Farm  Projects  -  "Grounds"  projects  must  be  accounted  for,  not  only 
as  "Grounds"  but  also  by  the  projects  involved. 

1.  Personal  services  of  farm  employees  and  residents,  and  animals  and 
farm  equipment,  used  on  "Grounds"  projects  will  be  accounted  for  in 
the  same  manner  as  those  for  non-farm  projects. 

2.  Journal  entries,  prepared  at  the  end  of  each  month,  will  transfer 
from  "Farm"  to  "Repairs  and  Maintenance"  the  total  dollars  chargeable 
to  "Grounds".  The  journal  entry  will  indicate  the  cost  associated 
with  a  project  etc. 

c-   General  Ledger  Control  Accounts  -  Control  accounts  will  be  kept  in  the 
General  Ledger  to  record  the  total  value  of: 

Farm  Production 

Produce  on  Hand  in  the  Farm  Storage 

Farm  Products  Distributed  or  Used 

Farm  Products  Issued  From  Storeroom 

D-   Monthly  Journal  Entries  -  Journal  entries  will  be  prepared  and  posted  to 

the  proper  General  Ledger  control  accounts  at  the  close  of  each  month  to 

record  the  summarization  of  the  farm  transactions  for  that  month  as  shown 
on  "Summary"  form  CD-38C. 

1.  Journal  Entry  No.  1  -  The  monthly  total  value  of  farm  production  will 
be  the  basis  for  the  following  journal  entry: 

Debit:  Farm  Storage 

Credit:  Farm  Production 

2.  Journal  Entry  No.  2  -  The  monthly  total  value  of  farm  products  issued 
will  be  the  basis  for  the  following  journal  entry: 

Debit:  Farm  Products  Used 

Credit:  Farm  Storage 

a.   The  balances  listed  on  the  "Summary"  form  CD-36C  should  be  in 

agreement  with  the  balance  in  the  General  Ledger  control  account 
Farm  Storage. 
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FARM  ACCOUNTING  (Continued) 

E.  Dairy  Herd  Book  -  There  shall  be  a  separate  and  complete  record  kept  in 
a  loose-leaf  herd  book,  as  recommended  by  the  Advisory  Standardization 
Board  on  Farm  Practices,  of  e\/ery   animal  in  the  dairy  herd. 

1.  These  forms  shall  provide  space  for  entering  all  pertinent  informa- 
tion regarding  pedigree,  registration  (if  eligible  for  registration), 
calving  dates,  milk  production,  butter  fat  tests,  records  of  health, 
breeding,  heats,  treatments  and  general  information,  including  final 
disposition  and  reason  therefor. 

F.  Other  Livestock  Records  -  All  pertinent  information  regarding  other  live- 
stock shall  be  recorded  on  such  forms  as  may  be  recommended  by  the  Ad- 
visory Standardization  Board  on  Farm  Practices. 

G.  Annual  Farm  Report  -  If  the  foregoing  instructions  are  carefully  followed 
during  the  year  in  recording  all  the  farm  transactions,  sheets  K,  L  and  M 
of  the  annual  farm  report  may  be  prepared  entirely  from  Form  CD-36C 
(Farm  C)  as  follows: 

1.  Production  Section 

a.  On  Hand  Beginning  of  Year  Column  -  Entries  will  be  made  from 
the  Balance  column  of  Form  CD-36C  (Farm  C). 

b.  Produced  During  Year  Column  -  Entries  will  be  made  from  the 
Produced  column  of  Form  CD-36C  (Farm  C). 

c.  Total  Column  -  The  sum  of  the  On  Hand  Beginning  of  Year  and 
Produced  During  Year  columns  will  be  computed  and  extended  in 
this  column. 

2.  Distribution  Section 

a.  Enter  from  the  Distribution  section  of  Form  CD-36C  (Farm  C)  in 
accordance  with  the  requirements  of  the  column  headings. 

b.  Normal  Shrinkage  Column  -  Entries  will  be  made  from  the  column 
so  headed  on  Form  CD-36C  (Farm  C).  When  one  year's  crop  has 
been  completely  issued,  any  amount  which  still  remains  on  hand 
according  to  the  records  should  represent  the  normal  shrinkage 
and  if  properly  approved  by  the  head  farmer  and  steward  should 
be  charged  off  by  entering  the  amount  in  both  the  Issues  and 
Shrinkage  columns. 

3.  Total   Distribution  Column 

a.       The  grand  total    of  this  column  should  be  in  agreement  with  the 
total    issues  for  the  year  as  recorded  in  the  trial    balance  book 
of  issues  listed  from  the  accounts  on  Form  CD-36C   (Farm  C). 
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FARM  ACCOUNTING  (Continued) 

G.    Annual  Farm  Report  (Continued) 

4.  Distribution  of  Report  -  A  copy  of  the  annual  farm  report  will  be 
submitted  to  the  Comptroller's  Division  by  February  15  following  the 
calendar  year  being  reported. 
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INTERNAL  CONTROL 

Importance  as  Matter  of  Adminstration  -  Effective  procedures  should  be  de- 
vised to  provide  assurance  that  resources  are  safeguarded,  used  properly 
for  authorized  purposes  and  that  adequate  measures  are  taken  for  care  and 
preservation.  Procedures  may  vary  depending  on  conditions  peculiar  to  spe- 
cific agencies.  The  following  is  a  general  outline  of  some  procedures  that 
may  be  used  in  maintaining  internal  control. 

1.  Mail  received  by  a  spending  agency  may  contain  cash,  money  orders,  or 
checks.  Receipt  of  such  monies  can  be  safeguarded  by  procedures  which 
include  controls  of  incoming  mail  and  bank  deposits.  The  employee 
opening  the  mail  should  not  be  the  same  employee  who  is  authorized  to 
receive  money  nor  should  either  of  these  persons  be  the  employee  who 
maintains  the  bookkeeping  records.  The  employee  opening  the  mail  should 
make  the  following  record  in  duplicate: 

a.  The  amount  of  money  contained  in  the  letter. 

b.  Then  name  of  the  beneficiary  for  whom  the  money  was  received. 

c.  The  purpose  mentioned  in  the  letter. 

2.  When  the  money  received  in  the  mail  is  turned  over  to  the  employee  au- 
thorized to  receive  money,  that  employee  should  add  the  entries  made  on 
the  form  kept  by  the  employee  opening  the  mail,  count  the  money,  and  if 
it  agrees  with  the  total  shown  on  the  form,  receipt  the  original  form 
which  should  be  retained  by  the  employee  opening  the  mail  and  the  dup- 
licate form  should  be  retained  by  the  employee  authorized  to  receive 
money. 

3.  In  some  cases  it  might  be  advisable  to  also  stamp  letters  as  follows 
and  place  the  amount  against  the  item  received: 


Cash 

$ 

M.O. 

$ 

Check 

S 

None 

Checks  received  in  the  mail  may  be  further  safeguarded  by  having  the 
employee  who  opens  the  mail  place  the  following  stamp  on  the  back  of 

each  check: 

"For  Deposit  Only  to  the  Credit  of        (agency) 

All  money  received,  whether  in  the  form  of  checks  or  cash,  should  be 
kept  separate  at  all  times  from  petty  cash  funds  and  should  be  depos- 
ited daily. 

All  disbursements  from  the  Advance  should  be  made  by  check,  except  in 
the  case  of  small  payments  in  currency. 
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INTERNAL  CONTROL  (Continued) 

A.  Importance  as  Matter  of  Adminstration  (Continued) 

7.  Petty  cash  vouchers  should  be  approved  by  an  official  before  payment. 

8.  The  signature  spaces  should  be  removed  from  all  voided  checks  and  at 
the  end  of  the  month  the  voided  checks(s)  should  be  placed  in  proper 
numerical  sequence  with  the  cancelled  checks  returned  from  the  bank 
in  order  that  they  may  be  available  for  audit  purposes. 

a.   Spending  Agencies  that  utilize  the  State  Treasuries  "Centralized 
Checking  Account  Service"  will  handle  voided  checks  as  perscribed 
for  that  system. 

9.  Petty  cash  vouchers  should  be  stamped  or  otherwise  marked  when  paid  to 
prevent  duplicate  payment. 

10.  Cash  held  in  the  office  should  be  properly  safeguarded  and  controlled 
so  that  there  can  be  no  losses  by  pilferage.  The  amount  of  cash  held 
in  the  safe  overnight  should  be  kept  to  a  minimum. 

11.  Employees  who  are  charged  with  the  responsibility  of  receiving  cash 
and/or  checks  should  be  bonded  and  the  receiving  of  cash  and/or  checks 
should  be  limited  to  such  personnel. 

B.  Accounting  records  should  be  kept  in  secured  fireproof  files. 

C.  Materials,  supplies  and  all  assets  must  be  safeguarded  against  waste,  loss 
or  improper  or  unwarranted  use. 
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INVENTORY  AND  CONTROL  OF  PHYSICAL  PROPERTY 

A.  Responsibility  of  Spending  Agency 

1.  All  appropriate  techniques  should  be  employed  to  use  and  manage  phys- 
ical property,  properly,  efficiently  and  effectively. 

2.  Each  spending  agency  should'maintain  adequate  inventory  controls  and 
accountability  systems  for  physical  property. 

a.  Acquisitions,  loans,  transfers  and  disposals  must  be  recorded 
on  accounts  currently. 

b.  Each  piece  of  equipment  should  have  an  identification  number, 
e.g.,  serial  number,  tag  number  etc.,  attached  to  it  and  also 
recorded  on  an  accounting  record. 

Note:  The  manual  Titled  "Physical  Property  Inventory 
and  Control  Manual-Policy  and  Procedural  Guide- 
lines" should  be  consulting  for  guidance  in 
establishing  or  modifying  an  inventory  control 
system. 

B.  Rule  12  of  The  "Rules  and  Regulations  Governing  Purchasing"  states: 

"Departments,  Commissions  and  other  activities  of  the  State  will  inven- 
tory, under  the  direction  of  the  Comptroller,  the  physical  property  under 
their  control.  Such  inventory  will  indicate  all  items  of  property  that 
are  unsuitable  or  in  excess  of  the  requirements. 

Except  as  provided  in  Section  42,  Chapter  30  of  the  General  Laws,  when- 
ever possible,  material,  supplies,  equipment  and  other  property  for  which 
there  is  no  further  use,  should  be  sold,  transferred  or  otherwise  dis- 
posed of  to  the  best  interests  of  the  State  either  by  the  State  Purchas- 
ing Agent  or  under  his  specific  authorization." 

1.  The  Comptroller  has  fixed  June  30^-  as  the  annual  date  on  which  this 
inventory  is  to  be  taken.  A  summarization  of  the  inventory  will  be 
transmitted  to  the  Comptroller. 

2.  Independant  checks  on  accountability  records,  through  periodic  phys- 
ical counts,  are  advisable. 

C    Control  Accounts  -  General  Ledger  control  accounts  "Physical  Property" 
and  "Investment  in  Physical  Property"  will  reflect  the  inventory  value 
of  physical  property  as  recorded  on  the  spending  agency's  detail  inven- 
tory records. 
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QUARTERS  REGISTER 

Preparation  of  Form  -  Quarters  Register,  Form  CD-13C,  a  3"  by  5"  card,  will 
be  used  by  all  spending  agencies  renting  quarters  to  employees  and  others. 
These  forms  are  available  at  the  Purchasing  Agent's  Division  Supply  Unit. 

1.  Chapter  7,  Section  3B  G.  L.  (as  amended)  states  in  part:  "xxxxx  nor 
shall  any  building,  facility  or  equipment  owned  by  the  commonwealth  be 
used  by  any  person  for  private  purposes  or  gain  unless  the  commonwealth 
receives  at  least  the  cost  of  providing  such  building,  facility  or  equip- 
ment xxxx.  The  secretary  of  administration  shall  xxxx  determine  the  cost 
hereinbefore  mentioned." 

2.  When  preparing  a  "Quarters  Register"  form,  reference  should  be  made  to 
"Administrative  Bulletin  76-3",  issued  by  the  Executive  office  for  Ad- 
ministration and  Finance,  and  revisions  thereof: 

a-   Building  and  Room  Number  -  The  necessary  information  will  be  filled 
in  by  the  spending  agency  listing  the  name  of  the  building  and  the 
room  number  occupied. 

b.  Type  of  Quarters  -  The  description  to  be  shown  will  be  taken  from 
the  Administrative  Bulletin  mentioned  above,  or  from  any  revisions 
thereto. 

c.  Number  of  Rooms  -  In  establishing  the  number  of  rooms  in  a  partic- 
ular unit,  careful  reference  should  be  made  to  Administrative  Bul- 
letin 76-3  and  amendments  thereto. 

d.  Regular  Rate  -  The  Regular  Rate  for  the  unit  will  be  determined 

by  Reference  to  the  Administrative  Bulletin  mentioned  above.  This 
Rate  will  include  Equipment  and  Services  (except  furnishings). 

e.  Shared  Rate  -  Enter  the  total  rent  for  shared  quarters  in  accord- 
ance with  the  Administrative  Bulletin  mentiond  above. 

f.  Furniture  Charges  -  If  State-owned  furniture  is  rented,  the  charge 
to  be  entered  should  be  computed  in  accordance  with  the  Adminis- 
trative Bulletin  mentioned  above. 

g.  Date  In  and  Date  Out  -  On  the  reverse  side  of  the  form  the  "Date 
In"  will  indicate  the  first  day  of  occupancy  and  "Date  Out"  will 
indicate  the  last  date  of  occupancy. 

h.   Occupant(s)  -  Enter  the  name  of  the  renter.  If  the  quarters  are 
to  be  shared,  the  names  of  the  employees  sharing  the  quarters 
should  be  entered  on  separate  lines. 

i.   Furniture  Rent  -  Indicate  by  means  of  a  check  mark  (v)  whether  or 
not  the  occupants  are  renting  State-owned  furniture. 

j.  Payroll  Deduction  -  Enter  the  deduction  authorized  by  the  occupant 
in  accordance  with  the  administrative  policy  of  the  spending  agency, 
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QUARTERS  REGISTER  (Continued) 

A.    Preparation  of  Form  (Continued) 
2.  (Continued) 

j.   Payroll  Deduction  (Continued) 

keeping  in  mind  that  the  method  of  deductions  should  be  uniform 
for  all  employees  within  the  agency. 

B    Questions  Rpgardina  Rates  and/or  Quarters  -  All  questions  regarding  rates 

and/or  quarters  should  be  referred  to  the  Management  Bureau  of  the  Executive 
Office  of  Administration  and  Finance. 
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MONTHLY  FINANCIAL  REPORTS 

A.   Date  Due  and  Content  -  Monthly  financial  reports  should  be  submitted  by 
spending  agencies  so  as  to  be  received  in  the  Comptroller's  Division  not 
later  than  the  15th  of  the  month  following  the  month  which  is  being  re- 
ported except  for  the  month  of  June.  The  June  financial  report  should  be 
submitted  not  later  than  the  date  specified  in  the  Comptroller's  Division 
closing  letter. 

1.  The  original  and  one  copy  of  the  monthly  financial  report  should  be 
submitted  to  the  Comptroller's  Division.  The  original  should  be  marked 
"Comptroller's  Division"  and  the  copy  "Budget  Bureau"  in  the  upper  right 
corner. 

2.  Departments  and  institutions  in  the  Department  of  Education,  will  sub- 
mit a  financial  report  each  month  showing  the  status  of  each  appropri- 
ation by  subsidiary  accounts,  a  trial  balance  of  the  General  Ledger,  a 
summary  of  the  Cash  Book,  and  a  detailed  Income  Statement.  An  analysis 
of  expenditures  by  object  code  will  not  be  required. 

3.  Institutions,  other  than  those  in  the  Department  of  Education,  will 
omit  the  object  code  analysis,  as  required  on  pages  2  to  6,  from  the 
financial  report  except  for  the  months  of  December  and  June,  at  which 
time  a  complete  detailed  report,  including  the  object  code  analysis, 
must  be  submitted. 

4.  In  order  that  the  information  submitted  with  the  June  Financial  Report 
may  be  uniform,  agencies  using  monthly  financial  report  Form  CD-7  and 
Form  CD-7A  will  include  encumbrances  in  the  column  headed  "Expenditures 
(Bills  Passed  for  Payment)"  and  will  also  show  these  encumbrances  in 
the  column  headed  "Encumbrances  Outstanding". 

5.  On  the  Income  page  of  the  financial  report  agencies  should  make  sure 
that  notwithstanding  the  fact  that  a  considerable  amount  of  detail  may 
be  necessary,  the  total  credited  to  each  receipt  account  should  be 
clearly  indicated  so  that  the  receipt  account  number  and  the  total  may 
be  reconciled  to  the  Comptroller's  Division  Revenue  Ledger. 
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STATEMENTS  FROM  COMPTROLLER'S  DIVISION 

A.   Checking  by  Spending  Agencies  -  Statements  from  the  Comptroller's  Division, 
such  as  the  Daily  Statement  of  Transactions,  Monthly  Statement  of  Encum- 
brances, Monthly  Statement  of  Estimated  and  Actual  Revenue,  etc.,  should 
be  checked  by  spending  agencies  to  their  records  immediately  upon  receipt. 

1.  If,  after  checking  any  of  these  statements,  it  is  found  that  an  error 
has  been  made  on  the  books  of  the  spending  agency,  the  necessary  cor- 
rection should  be  made  on  its  records.  If  it  is  found  that  an  error 
has  been  made  on  any  of  the  statements,  the  Comptroller's  Division 
should  be  immediately  notified  by  the  submission  of  an  "Agency  Request 
For  Correction"  form  on  which  all  pertinent  data  must  be  recorded. 
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VERIFICATION  OF  FINANCIAL  STATEMENTS  FOR  PUBLICATION 

A.   Comptroller's  Division  to  Verify  Accounting  Statements  -  G.  L  (Ter  Ed  ) 
C.  7,  S.  19  states:  " '   '' 

■;He  (The  Comptroller)  shall  verify  all  accounting  statements  included 
in  reports  of  departments,  offices  and  commissions,  other  than  the 
Commissioner  of  Administration,  before  the  publication  of  such  reports 
No  such  report  shall  be  published  by  any  such  department,  office  or 
commission  until  such  statements  are  so  verified  and  approved." 

1.  Spending  agencies  should  submit  to  the  Comptroller's  Division  one 
original  and  two  copies  of  a  financial  statement  that  is  to  be  in- 
cluded in  the  report  to  be  published. 

2.  If  per  capita  data  is  included  in  the  report  to  be  published,  it 
should  be  reported  to  the  nearest  whole  cent  or  whole  unit,  as  the 
case  may  be. 

3.  Financial  statements  for  publication  must  be  on  a  fiscal  year  basis. 
Corrections  or  adjustments  of  the  spending  agency's  records  should  be 
made  so  that  the  report  for  publishing,  covering  these  records,  will 
be  correct  when  it  is  submitted  to  the  Comptroller's  Division  for 
verification. 
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PER  CAPITA  DATA 
Definition  of  Terms: 

1.  Fiscal  Year  -  Per  capita  data  should  be  figured  on  the  basis  of  a  fiscal 
year  which  runs  from  July  1st  of  one  calendar  year  to  June  30th  of  the 
following  calendar  year. 

2.  Maintenance  -  The  cost  of  maintaining  and  operating  an  institution. 
It  does  not  include  expenditures  for  special  construction,  etc. 

3.  Expenditures  -  The  expenditures  incurred  (cash  basis)  during  a  fiscal 
year  for  maintenance  and  operation,  whether  paid  or  unpaid.  Encum- 
brances outstanding  as  of  June  30th  on  the  books  of  the  spending  agency 
should  be  included  as  expenditures  of  that  fiscal  year. 

4.  Receipts  -  Monies  received  by  the  Commonwealth  for  services  rendered 
or  sales  made  by  an  institution. 

5.  Net  Expenditures  -  Expenditures  (3)  minus  receipts  (4). 

6.  Average  Number  of  Employees  -  A  daily  average  derived  by  totaling  the 
number  of  employees  each  day  for  a  month  and  dividing  this  total  by  the 
number  of  days  in  the  month;  then  totaling  these  monthly  averages  and 
dividing  the  result  by  twelve.  This  average  should  be  reported  to  the 
nearest  whole  unit. 

7.  Average  Number  of  Patients  of  Inmates  -  A  daily  average  derived  by  to- 
taling the  number  of  patients  or  inmates  each  day  for  a  month  and  divid- 
ing this  total  by  the  number  of  days  in  the  month;  then  totaling  these 
monthly  averages  and  dividing  the  result  by  twelve.  This  average  should 
be  reported  to  the  nearest  whole  unit. 

8.  Average  Number  Fed  -  A  daily  average  derived  by  dividing  the  cumulative 
number  of  meals  served  for  the  fiscal  year  by  three  times  the  number  of 
days  in  the  fiscal  year. 

9.  Per  Capita  Food  Cost  -  An  annual  average  derived  by  dividing  the  total 
cost  of  food  purchased  in  the  fiscal  year  by  the  Daily  Average  Number 
Fed  (8). 

10.  Net  Annual  Per  Capita  Cost  -  An  annual  average  derived  by  dividing  Net 
Expenditures  (5)  by  the  Daily  Average  Number  of  Patients  or  Inmates 
(7).  This  amount  should  be  reported  to  the  nearest  whole  cent. 

11.  Cost  Per  Outpatient  Visit  -  An  average  derived  by  dividing  the  outpa- 
tient  cost  (expense  basis)  by  the  total  number  of  outpatient  visits 
during  the  fiscal  year. 

12.  Daily  Per  Capita  Cost  for  Day  Care  -  An  average  derived  by  dividing  the 
day  care  cost  (expense  basis)  by  the  total  number  of  day  care  visits 
during  the  fiscal  year. 
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PER  CAPITA  DATA  (Continued) 

A.    Definition  of  Terms: 


13.  Daily  Per  Capita  Inpatient  Cost  -  An  average  derived  by  subtracting 
outpatient  cost  (expense  basis)  and  day  care  cost  (expense  basis)  from 
the  total  cost  of  maintenance  (expense  basis)  and  dividing  result  by 
the  total  patient  days  for  the  fiscal  year. 
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REAL  ESTATE 

Shortly  after  the  close  of  each  fiscal  year  Forms  CD-67,  Land,  and  CD-70, 
Buildings  and  Structures,  in  triplicate,  will  be  sent  by  the  Comptroller's 
Division  to  all  agencies  having  under  their  control  real  estate  owned  by 
the  Commonwealth. 

1.  These  forms  will  contain  a  description  of  all  property  under  the  control 
of  an  agency  in  accordance  with  the  instructions  in  the  Real  Estate 
Manual  and  as  reported  for  the  previous  year. 

2.  Entries  will  be  double  spaced.  Any  change  in  the  item  since  it  was 
last  reported  will  be  typed  in  the  space  above  the  printed  line,  with 
an  explanation  of  the  change  in  the  column  "Reason  for  Change". 

3.  Each  agency  concerned  will  complete  these  forms  in  triplicate  as  soon 
as  possible  after  receiving  them.  The  duplicate  copy  will  be  retained 
and  will  substantiate  the  record  on  the  books  of  the  agency.  The  orig- 
inal and  the  triplicate  copy  will  be  forwarded  to  the  Department  or 
Administrative  Authority,  if  any,  who  will  retain  the  triplicate  copy 
and  forward  the  original  to  the  Comptroller. 

4.  All  information  required  to  record  any  additions,  changes  or  elimina- 
tions should  be  furnished  as  completely  as  possible. 

a.  Additions:  Any  entirely  new  land  or  buildings  or  structures  not 

previously  reported.  This  may  be  accomplished  by 
adding  this  new  item  at  the  end  of  the  report,  giving 
it  the  next  consecutive  number.  The  fact  that  it  is 
new  would  be  so  stated  in  the  "Reason  for  Change" 
column. 

b.  Changes:    Any  change  necessary  to  bring  the  description  of  the 

property  up  to  date.  This  may  be  accomplished  by 
typing  the  information  of  change  in  the  space  above 
the  item  affected.  This  change  would  be  explained 
in  the  "Reason  for  Change"  column. 

c.  Eliminations:  The  complete  removal  of  an  item  by  ruling  out  the 

entire  description.  This  would  be  explained  in  the 
"Reason  for  Change"  column. 

Any  adjustments  to  the  report,  as  above,  should  be  typewritten  so  that 
they  will  be  legible  and  uniform  and  may  be  used  as  a  final  report  for 
the  year. 

5.  The  assessed  valuations  necessary  for  these  properties  may  be  obtained 
from  the  valuation  lists  of  local  Boards  of  Assessors.   If  any  diffi- 
culty is  encounteded  in  obtaining  assessed  valuations,  it  should  be 
noted  that  Boards  of  Assessors  are  required  to  add  to  their  valuation 
lists  the  value  of  property  owned  by  the  Commonwealth.   (G.  L.  (Ter. 
Ed.)  C.  59,  SS.  5  &  51). 
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REAL  ESTATE   (Continued) 


A.  (Continued) 


6.  When  the  Real  Estate  forms  are  completed,  agencies  concerned  will  pre- 
pare and  post  to  the  General  Ledger  in  the  current  fiscal  year  the  fol- 
lowing journal  entry  to  record  the  net  change  that  results  in  an  increase: 

Debit:  Land 

Debit:  Buildings  and  Structures 

Credit:  Real  Estate 

7.  If  the  net  change  is  a  decrease  the  above  entry  would  be  reversed. 

8.  A  similar  entry,  as  that  above,  will  be  prepared  and  posted  to  the  Gen- 
eral Ledger  of  the  fiscal  year  just  ended.  The  Agency  copy  of  the  June 
30  financial  report  will  be  amended  accordingly. 

9.  In  no  case  will  the  submission  of  the  June  30  financial  report  to  the 
Comptroller's  Division  be  delayed  to  include  changes  in  real  estate 
accounts. 

10.  After  completing  these  reports  they  should  be  reviewed  for  accuracy 
and  completeness.  Agencies  should  make  sure  that  all  money  or  assess- 
ment columns  are  totaled,  that  acreage  columns  are  totaled  and  that 
the  signature  of  the  head  of  the  agency  has  been  affixed  to  the  report. 
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RESPONSE  TO  COMPTROLLER'S  DIVISION  LETTERS 

Each  letter  received  from  the  Comptroller's  Division  should  be  acted  upon 
promptly  so  that  payments  to  vendors  will  not  be  held  up  unnecessarily. 

1.  Each  item  enumerated  in  a  letter  should  be  corrected  in  complete  detail 
to  eliminate  the  need  for  further  correspondence. 

2.  A  document  that  has  been  rejected  during  the  audit  process  will  be 
returned  to  the  spending  agency. 

a.  The  transaction  will  have  appeared  on  a  Daily  Statement  of  Trans- 
actions and  will  be  reversed  on  a  subsequent  Daily  Statement  of 
Transactions. 

b.  If  resubmitted  to  the  Comptroller's  Division  the  document  should 
carry  a  New  Day  Number  and  Agency  Voucher  Number. 
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TRUST  FUNDS 

A.   Funds  which  are  received  and  accepted  for  or  on  behalf  of  the  Commonwealth 
by  the  proper  authority  as  designated  by  law,  as  a  gift,  grant  or  bequest 
to  be  expended  for  (a)  specific  restricted  purpose(s),  in  accordance  with 
the  trust  instrument  (will,  contract,  or  agreement),  are  deposited  with 
the  State  Treasurer  and  held  by  him  in  separate  Trust  Fund  accounts. 

1.  These  accounts  are  in  two  classifications  which  are  described  as: 

a.  Expendable  Trust  Funds. 

b.  Non-Expendable  Trust  Funds. 

(1)  Non-expendable  portions  of  these  trust  funds  are  segregated 
from  the  expendable  portions  and  accounted  for  separately; 
e.g.,  where  it  is  provided  that  the  principal  of  a  fund  is 
to  be  held  intact  and  the  income  expended  for  the  objects 
of  trust. 

2.  The  functioning  of  each  of  the  above  classifications  of  trust  funds  is 
described  under  "Functions  of  Accounts". 

3.  All  of  the  activities  of  a  trust  fund  are  reported  on  the  Daily  State- 
ment of  Transactions  in  much  the  same  manner  as  other  operating  accounts 
The  par  value  of  securities  purchased  or  deposited,  sold  or  withdrawn, 
and  the  balance  on  hand  is  reflected  in  the  Securities  column.  In  the 
case  of  U.S.  Treasury  Bills,  the  actual  value  at  the  purchase  date  is 
used  as  the  security  value  both  at  purchase  and  maturity  time,  and  the 
difference  between  the  purchase  and  maturity  value  is  recorded  as  in- 
come at  maturity. 

4.  Budgetary  Control  Register  -  Subsidiary  sheets  should  be  maintained 
for  each  Trust  Fund.  If  desired,  agencies  may  set  up  columns  in  the 
Summary  Sheet  of  the  Budgetary  Control  Register  for  recording  payments. 

&•   Acceptance  of  New  Trust  Fund  -  In  the  event  a  new  trust  fund  is  accepted  by 
an  agency,  the  Comptroller  should  be  immediately  notified  in  writing,  en- 
closing a  true  copy  of  the  instrument  establishing  the  trust,  in  order  that 
proper  receipt  accounts  may  be  established.  Form  BB-31  should  be  filed  with 
the  Budget  Bureau  in  order  that  proper  activity  accounts  may  be  established. 
It  is  required  that,  in  the  absence  of  specific  statutory  authorization  per- 
mitting an  agency  to  accept  a  trust  fund,  the  governor's  approval  be  obtain- 
ed. A  copy  of  such  approval  must  be  attached  to  the  instrument. 
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FEDERAL  GRANTS 

A.  Chapter  29,  Section  2C  of  the  General  Laws  -  as  amended,  states:  "All 
federal  grant  funds,  which  shall  include  grants  in  aid  and  subventions, 
received  by  any  department,  institution,  board,  commission,  agency,  of- 
ficer or  employee  of  the  commonwealth  from  the  federal  government, 
whether  directly  or  through  an  Intermediary,  other  than  grants  for  cap- 
ital improvements,  as  provided  in  section  two  B  shall  be  paid  into  the 
Treasury  of  the  commonwealth  and  credited  to  a  separate  special  revenue 
fund,  to  be  known  as  the  General  Federal  Grants  Fund.  Each  such  grant 
shall  be  kept  in  a  separate  account  and  subject  to  the  provisions  of 

law  regulating  the  disbursement  of  public  funds  and  the  approval  thereof.1 

B.  Administrative  Bulletin  81-4  -  dated  December  21,  1981,  relating  to  the 
administration  of  federal  grants  and,  promulgated  under  the  authority  of 
Chapter  29,  Section  6B,  of  the  General  Laws,  provides,  in  effect,  the 
fol lowing: 

1.  No  agency  shall  apply  for  or  receive  federal  grants  except  in  accord- 
ance with  Chapter  29,  Section  2C  and  6B  of  the  General  Laws  and  rules 
formulated  in  Administrative  Bulletin  81-4. 

2.  Approval  of  a  Federal  Grant 

a.  Request  for  Appropriation 

(1)  No  agency  may  expend  federal  grant  funds  without  an  appro- 
priation by  the  General  Court  except  as  provided  by  statute, 

b.  Notification  of  Intent  to  Apply  for  a  Federal  Grant 

(1)  No  application  or  reappl ication  for  a  Federal  Grant  shall 
be  submitted  to  a  federal  grantor  without  prior  approval  of 
the  Commissioner  of  Administration.  Each  notification  to 
apply  for  a  Federal  Grant,  that  had  not  been  appropriated, 
must  include  an  explanation  of  that  fact.  This  section 
shal 1  not  apply  to: 

(a)  Federal  grant  funds  to  institutions  of  higher  educa- 
tion. 

(b)  Research  grants  not  exceeding  fifty  thousand  dollars 
in  annual  amount. 

(c)  Any  federal  grant  funds  not  exceeding  five  thousand 
dollars  in  annual  amount. 

(d)  Federal  grant  funds  made  available  for  costs  and  dam- 
ages resulting  from  natural  disasters,  civil  disobedi- 
ence etc.,  that  occasioned  a  state  of  emergency  being 
declared  by  the  governor. 
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FEDERAL  GRANTS   (Continued) 
B.         Administrative  Bulletin  81-4   (Continued) 

2.     Approval   of  a  Federal   Grant  (Continued) 

b.       Notification  of  Intent  to  Apply  for  a  Federal   Grant  (Continued) 

(2)  Form  AF-G1   "Notification  of   Intent  to  Apply  for  a  Federal 
Grant"   and  form  AF-G2,   if  personnel    are  to  be  paid  from 
funds  received  under  a  Federal   Grant  by  advance  funding, 
shall    be  prepared  by  the  agency  applying  for  a  grant.    Six 
copies  of  these  forms  and  federal   grant  application  forms 
shall    be  forwarded  to  the  Federal    Funds  Co-ordinator  not 
less  than  thirty  (30)   days  prior  to  submission  of  the  ap- 
plication to  the  federal   grantor  agency. 

(3)  The  Federal    Funds  Co-ordinator  shall   forward  copies  of  the 
federal    grant  application  form  and  forms  AF-G1  and  AF-G2 
to  the: 

(a)  Secretary  of  the  appropriate  Executive  Office 

(b)  Budget  Director 

(c)  Personnel   Administrator 

(d)  Chairman  of  the  House  Ways  and  Means  Committee 

(e)  Chairman  of  the  Senate  Ways  and  Means  Committee 

(f)  Chairman  of  the  Joint  Committee  on  Federal   Financial 

Assistance 

(4)  The  Secretary  of  the  appropriate  executive  office,  the 
Budget  Director  and  the  Personnel   Administrator  shall,  in- 
dependantly,   review  and  return  the  findings  to  the  Federal 
Funds  Co-ordinator  within  fifteen  (15)   days  and  shall  also 
recommend  approval   or  disapproval    to  the  Commissioner  of 
Administration. 

(5)  The  Commissioner  of  Administration,   through  the  Federal 
Funds  Co-ordinator,   shall    request  the  Chairman  of  the  House, 
and  the  Senate  Ways  and  Means  Committees  and  the  Chairman 
of  the  Joint  Committee  on  Federal    Financial  Assistance  ti 
notify  him  within  thirty  (30)   days  of  a  decision  to  disap- 
prove the  grant  application  if  it  is  so  decided. 

(6)  The  Federal    Funds  Co-ordinator  shall    co-ordinate  the  review 
findings  and  present  a   recommendation  of  approval  or  dis- 
approval   to  the  Commissioner  of  Administration. 
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FEDERAL  GRANTS  (Continued) 
Administrative  Bulletin  81-4  (Continued) 
2.  Approval  of  a  Federal  Grant  (Continued) 

b.  Notification  of  Intent, to  Apply  for  a  Federal  Grant  (Continued) 

(7)  The  Commissioner  of  Administration,  upon  receipt  of  a  rec- 
ommendation from  the  Federal  Funds  Co-ordinator,  and  notice 
of  action  by  the  Ways  and  Means  Committees  and  Federal  Fi- 
nancial Assistance  Committee  shall  sign  Form  AF-G1,  indicat- 
ing approval,  conditional  approval  or  disapproval,  and  for- 
ward copies  of  the  forms  to  the  applicant  agency,  appropri- 
ate Secretary,  and  Federal  Funds  Co-ordinator. 

(8)  An  agency  that  has  received  conditional  approval  of  the 
Commissioner  of  Administration  to  apply  for  a  Federal  Grant 
may  not  accept  Federal  Grant  funds  until  the  conditions  es- 
tablished by  the  Commissioner  have  been  satisfied. 

c.  Review  by  A-95  Clearinghouse  -  The  A-95  Clearinghouse  is  within 
the  Office  of  the  Secretary  of  the  E.O.  of  Communities  and  Devel- 
opment. 

(1)  Applications  for  Federal  Grants  that  require  consultation 
and  review,  in  accordance  with  0MB  Circular  A-95,  shall  be 
submitted  to  the  A-95  Clearinghouse  by  an  applicant  agency 
forty  (40)  days  prior  to  submission  of  the  application  to 
the  federal  grantor  agency.  The  A-95  Clearinghouse  shall 
complete  its  review  within  thirty  (30)  days  of  receipt  of 
the  application. 

(2)  Upon  receipt  of  a  grant  application,  the  A-95  Clearinghouse 
shall  publish  notice  of  such  receipt  in  the  "A-95  Review 
Monitor",  which  shall  serve  to  notify  state  agencies  and 
other  interested  parties  of  the  availability  of  grant  ap- 
plications for  review.  The  "A-95  Review  Monitor"  will  list 
the  applicant  agency,  federal  grantor  agency,  a  brief  de- 
scription of  the  grant,  requested  funding,  and  the  last 
date  that  interested  state  agencies  may  request  copies  of 
the  grant  application  for  review. 

(3)  After  receipt  of  a  grant  application  for  review,  the  inter- 
ested state  agencies  shall  complete  their  review  and  return 
their  comments  to  the  A-95  Clearinghouse  before  the  dead- 
line indicated  by  the  Clearinghouse. 

(4)  Upon  the  termination  of  the  proposal  review  period,  the 
A-95  Clearinghouse  shall  notify  the  applicant  agency  of  its 
concurrence  or  non-concurrence  with  the  application  and 
forward  to  the  applicant  state  agency  copies  of  all  comments 
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FEDERAL  GRANTS  (Continued) 
B.    Administrative  Bulletin  81-4  (Continued) 

2.  Approval  of  a  Federal  Grant  (Continued) 

c.   Review  by  A-95  Clearinghouse  (Continued) 

(5)  At  the  completion  of  the  thirty  (30)  day  A-95  review  proc- 
ess, the  A-95  Clearinghouse  shall  forward  to  the  Federal 
Funds  Co-ordinator  a  notice  of  approval/disapproval  of  the 
applicant  state  agency's  submission. 

(6)  The  applicant  state  agency  will  include  a  copy  of  the  con- 
currence/non-concurrence letter  in  the  grant  application 
submitted  to  the  federal  grantor  agency. 

3.  Recording  Federal  Grants  on  Spending  Agency  Records 

a.  When  notification  is  received  from  a  Federal  grantor  agency  of 
approval  of  a  Federal  Grant  the  Spending  Agency  shall  forward  a 
copy  of  such  notice  to  the  Federal  Funds  Co-ordinator. 

(1)  A  request  should  be  made  of  the  Comptroller's  Division,  to 
establish  a  Receipt  Account  number  for  the  Federal  Grant. 

(2)  Form  BB-31  must  be  submitted  to  the  Budget  Bureau  so  that 
an  "Activity  Account"  may  be  established  for  each  Federal 
Grant  to  be  received  in  advance  of  expenditures. 

b.  The  receipt  of  a  grant  must  be  recorded  on  the  Spending  Agency's 
cash  book,  in  the  "General  Ledger"  column,  as  a  credit  to 
"Federal  Grant  Fund"  and  posted  to  the  General  Ledger. 

c.  Receipts  Voucher,  form  CD-29,  will  be  prepared,  using  the  re- 
ceipt account  number  received  from  the  Comptroller's  Division, 
to  transmit  the  grant  receipt  to  the  State  Treasury. 

(1)  An  entry  should  be  made  on  the  Spending- Agency ' s  Cash  Book 
as  a  disbursement  debiting  the  "State  Treasurer  Federal 
Grants"  account,  and  posted  to  the  General  Ledger. 

d.  A  clear  and  concise  record  must  be  maintained,  on  Budgetary  Con- 
trol Register  Subsidiary  Account  sheets,  of  receipts,  expendi- 
tures and  all  other  transactions  relating  to  each  grant. 

(1)  Columns  may  be  set  up  on  the  Summary  Sheet  of  the  Budgetary 
Control  Register  for  recording  payments  from  grants. 

e.  All  activity  relating  to  a  Federal  Grant  will  be  reported  on  a 
Daily  Statement  of  Transactions  in  the  same  way  as  other  type 
accounts. 
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FEDERAL  GRANTS  (Continued) 
Administrative  Bulletin  81-4  (Continued) 

3.  Recording  Federal  Grants  on  Spending  Agency  Records  (Continued) 

f.  Transactions  affecting  Federal  Grant  funds  transmitted  to  the 
State  Treasury  must  be  in  conformity  with  state  procedures  and 
are  subject  to  the  provisions  of  law  regulating  the  disburse- 
ment of  public  funds  and  the  approval  thereof. 

g.  When  Federal  Grant  funds  are  to  be  used  for  out-of-state  travel, 
the  request  for  authority  to  travel  outside  the  Commonwealth, 
form  AF-5,  should  list  the  account  number  of  the  Federal  Grant 
and  not  the  wording  "at  no  cost  to  the  Commonwealth". 

4.  Fringe  Benefit  Rate,  Indirect  Cost  Rate,  Space  Use  Cost  Rates 

a.  Prior  to  March  31,  each  year,  the  Federal  Funds  Co-ordinator  will 
notify  each  Spending  Agency  that  is  funded  by  Federal  Grants  or 
Expendable  Trust  Funds  of  the  Fringe  benefit  rate,  indirect  cost 
rates  and  space  use  rates  to  be  applied  in  the  succeeding  fiscal 
year. 

b.  The  head  of  each  Spending  Agency  shall  be  responsible  for  ob- 
taining reimbursement  to  the  Commonwealth  for  fringe  benefits, 
indirect  costs  and  space  use  costs  incurred  by  a  Federal  Grant 
or  Expendable  Trust.  Documentation,  supporting  the  disallowance 
of  a  reimbursement,  must  be  filed  by  the  head  of  a  Spending 
Agency  with  the  Federal  Funds  Co-ordinator. 

(1)  Recovery  of  fringe  benefit  costs  and  space  use  costs  incur- 
red by  a  Federal  Grant  or  Expendable  Trust  may  not  be  waived 

(2)  Waivers  of  recovery  of  indirect  costs,  in  whole  or  in  part, 
to  comply  with  federal  requirements  for  minimun  contribu- 
tions, are  subject  to  the  approval  of  the  Commissioner  of 
Administration. 

c.  Amounts  received  by  an  institution  of  higher  learning  which,  ac- 
cording to  the  condition  of  a  federal  grant  or  expendable  trust, 
are  to  cover  any  purpose  other  than  the  direct  object  of  the 
grant,  i.e.,  indirect  cost,  shall  be  deposited  in  a  separate 
trust  account  under  exclusive  control  of  the  institution. 

5.  Following  the  last  month  of  each  quarter  of  the  fiscal  year  the  Fed- 
eral Funds  Co-ordinator  will  notify  each  Spending  Agency  of  the 
amount  of  fringe  benefit  costs,  indirect  costs  and  space  use  costs 
incurred,  paid  and  balance  due  for  each  federal  grant  and  expendable 
trust  account  of  the  agency. 

a.   The  Federal  Funds  Co-ordinator  must  be  notified  within  ten  (10) 
working  days  of  receiving  the  above  notification,  of  the  agencies 
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FEDERAL  GRANTS  (Continued) 
Administrative  Bulletin  81-4  (Continued) 

5.  (Continued) 

a.   (Continued) 

inablility  to  reconcile  data  on  the  notification,  to  the  agency 
records  so  that  discrepancies  may  be  resolved. 

6.  A  Federal  Grant,  received  by  a  Spending  Agency  as  a  reimbursement, 
shall  be  deposited  with  the  State  Treasurer  immediatedly  upon  receipt. 
That  portion  of  the  reimbursement  representing  fringe  benefit  costs, 
indirect  costs  and  space  use  costs  shall  be  credited  to  the  applicable 
receipt  account  established  by  the  Comptroller  for  the  recovery  of 
such  costs  and  the  balance  of  the  reimbursement  shall  be  credited  to 
the  receipt  account  for  reimbursemant  of  direct  agency  expenditures. 

7.  The  head  of  each  spending  agency  that  receives  a  federal  grant  or  ex- 
pendable trust  shall,  on  official  letterhead,  submit  the  following  to 
the  Comptroller: 

"You  are  hereby  authorized  to  charge  the  non-budgetary 
and  non-assessment  accounts  of  this  office  for  the  cost 
of  fringe  benefits,  indirect  costs  and  space  use  charges 
that  are  applicable  to  this  agency  in  accordance  with  the 
provisions  of  General  Laws  Ch.  29,  S.6B  and  Administrative 
Bulletin  81-4." 

a.  Institutions  of  higher  learning  will  only  authorize  the  cost  of 
fringe  benefits  to  be  charged. 

b.  A  copy  of  the  authoriztion  must  also  be  sent  to  the  Federal  Funds 
Co-ordinator. 

c.  The  Comptroller  shall  not  allow  expenditures  to  be  made  from  any 
Federal  Grant  account  until  he  has  been  notified  by  the  Federal 
Funds  Co-ordinator  that  the  authorization  to  charge  for  the 
costs  of  fringe  benefits,  indirect  costs  and  space  use  charges 
has  been  received. 

8.  The  Comptroller  shall  calculate  fringe  benefit  costs,  incurred  by 
Federal  Grant  and  Expendable  Trust  Fund  accounts,  of  each  agency 
whose  payroll  is  on  the  Comptroller's  mechanized  payroll  system. 

9.  At  least  monthly  the  head  of  each  spending  agency,  whose  payroll  is 
not  on  thp  r.omntrni  i  or1  c  morhaniTnH  nav/rnii  system  shall  calculate 

;roller,  by  letter  of  in- 
juch  amounts  as  are  equiv- 
alent to  the  cost  of  fringe  benefits  incurred  by  each  Federal  Grant 
and  Expendable  Trust  Account. 
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FEDERAL  GRANTS  (Continued) 

B.  Administrative  Bulleting  81-4  (Continued) 

10.  The  Federal  Funds  Co-ordinator  will  calculate  Indirect  Costs  and 
Space  Use  Costs  on  a  quarterly  basis  and  shall  notify  the  Comptroller 
to  charge  specific  Federal  Grants  and  Expendable  Trust  accounts  for 
the  under-recovered  amounts  of  Indirect  Costs  and  Space  Use  Costs. 
This  shall  not  apply  to  Federal  Grants  and  Expendable  Trust  accounts 
received  by  an  institution  of  higher  learning. 

11.  Any  spending  agency  intending  to  permit  a  non-state  grantee  to  oc- 
cupy of  use  and  land,  building  or  other  facilities  owned  or  rented 
by  the  Commonwealth  shall  do  so  in  accordance  with  the  provisions  of 
Chapter  7,  Section  3B,  and  Chapter  29,  Section  6B  of  the  General 
Laws.  Reimbursement  from  a  non-state  grantee,  for  the  use  of  state 
property,  shall  be  deposited  with  the  State  Treasurer  on  a  Receipts 
Voucher  (CD-29)  as  a  credit  to  the  Agencies  revenue  (rental)  account. 

C.  Appropriation  of  Federal  Grants 

1.  Expenditures,  from  an  appropriated  Federal  Grant,  may  not  exceed  the 
lesser  of  either  the  appropriated  amount  or  the  amount  received. 

2.  A  "Memo"  account,  indicating  amounts  appropriated  from  the  General 
Federal  Grant  Fund,  should  be  maintained. 

D.  Documentation  to  Accompany  Receipt  Account  Number  Request 

1.  A  request  to  the  Comptroller's  Division  to  establish  a  Receipt  Account 
number  for  a  Federal  Grant  (A,  3,  (1)  above)  must  be  accompanied  by: 

a.  A  copy  of  the  grant 

b.  A  copy  of  the  letter  of  award  from  the  Federal  Grantor  agency 

c.  A  copy  of  the  approval  of  the  Commissioner  of  Administration 
(AF-G1) 

d.  A  copy  of  form  BB-31  requesting  that  the  Budget  Bureau  establish 
an  Activity  Account. 
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CERTIFICATION  OF  DOCUMENTS 

A.    Certain  documents  such  as  Batch  Transmittals,  Payroll  Account  Summarys, 
Invoice  Warrants,  Returns  of  Advances,  transfers  of  recorded  payments, 
etc.  require  the  certification  of  the  head  of  the  spending  agency  and 
the  department  head  or  his  legally  authorized  agent  in  accordance  with 
G.L.  (Ter.  Ed.)  Ch.  29,  S.20,  as  amended,  which  provides  in  part  that 
"no  account  or  demand  requiring' the  certificate  of  the  Comptroller  or 
warrant  of  the  Governor  shall  be  paid  from  an  appropriation  unless  it 
has  been  authorized  and  approved  by  the  head  of  the  department,  office, 
commission  or  institution  for  which  it  was  contracted."  The  signatures 
of  such  authorized  personnel  must  be  a  matter  of  record  in  the  Comptrol- 
ler's Division  so  that  when  documents  are  received  they  may  be  certified 
by  comparison  with  the  signature  on  file  and  stamped  "Certification  O.K." 
near  the  signature.  Other  laws  and  regulations  governing  the  certifica- 
tion of  documents  follow. 

1.  G.L.  (Ter.  Ed.)  Ch.  4,  S.6,  as  amended,  provides  in  part  that  "words 
purporting  to  give  a  joint  authority  to,  or  to  direct  any  act  by, 
three  or  more  public  officers  or  other  persons  shall  be  construed  as 
giving  such  authority  to,  or  directing  such  act  by,  a  majority  of 
such  officers  or  persons".  An  opinion  of  the  Attorney  General  dated 
July  22,  1946  in  construing  the  chapter,  stated  in  substance  that 
action  by  a  majority  of  a  quorum  which  would  be  less  than  a  majority 
of  the  entire  Commission  would  not  be  proper. 

2.  The  physical  act  of  signing  may  be  performed  by  other  than  those 
authorized  to  approve  vouchers.  (Opinion  of  the  Attorney  General, 
volume  five,  page  648,  1917  -  1920.)  In  connection  with  this  opin- 
ion it  is  pointed  out  that  where  such  an  act  is  authorized  a  majority 
must  authorize  such  action  and  when  changes  occur  in  the  membership, 
such  new  members  must  authorize  the  action  so  that  there  will  always 
be  on  file  in  the  Comptroller's  Division  signatures  of  an  existing 
majority.  It  should  also  be  pointed  out  that  the  responsibility  to 
approve  vouchers  or  documents  may  not  be  delegated  but  only  the 
physical  act  of  signing  after  they  have  been  approved. 

3.  The  use  of  a  rubber  stamp  facsimile  is  permissible  according  to  an 
opinion  of  the  Attorney  General  dated  February  29,  1940.   "A  sig- 
nature made  by  a  rubber  facsimile  or  signature  stamp  has  the  same 
force  and  effect  as  one  written  by  hand".  Any  document  bearing  a 
rubber  stamp  facsimile  cannot  be  certified  unless  there  is  a  letter 
on  file  in  the  Comptroller's  Division  bearing  the  signature  of  the 
person  authorized  to  use  it  and  said  person  has  affixed  his 
signature  alongside  the  facsimile.   In  the  case  of  a  commission, 
board,  etc.,  a  rubber  facsimile  may  be  used  to  affix  the  signatures 
of  a  group  of  members  who  have  vested  this  authority  in  the  secre- 
tary or  a  member  of  the  commission,  board,  etc.,  after  the  documents 
have  been  approved  by  them.   If  the  facsimile  stamp  is  not  used, 

the  subordinate  designated  must  sign  the  name  of  the  department  head, 
followed  by  his  own  signature. 
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38 
CERTIFICATION  OF  DOCUMENTS   (Continued) 

A.         (Continued) 

4.  G.L.  (Ter.  Ed.)  Ch.  30,  S.6,  as  amended  provides,  "If,  during  the 
absence  or  disability  of  a  commissioner  or  head  of  a  division  in 

a  department,  his  duties  are  not  specially  authorized  by  law  to  be 
performed  by  another  person,  the  Commissioner  of  head  of  such  depart- 
ment shall  designate  another  person  in  his  department  to  perform  the 
duties  of  such  person  in  case  of  and  during  such  absence  or  disabil- 
ity, but  a  person  so  designated  shall  have  no  authority  to  make  per- 
manent appointments  or  removals.  Every  such  designation  shall  be 
subject  to  approval  by  the  governor,  and  shall  remain  in  force  and 
effect  until  revoked  by  the  commissioner  or  head  of  such  department 
or  by  the  governor;  provided,  however,  that  such  designation  shall 
continue  after  the  death  of  such  commissioner  or  head  of  department 
until  revoked  by  his  successor."  Copies  of  all  such  approvals  by 
the  Governor  shall  be  filed  in  the  Comptroller's  Division  together 
with  the  signature  of  the  approved  designee  for  the  purpose  of  pass- 
ing for  payment,  payrolls,  invoices,  and  other  documents  requiring 
the  approval  of  the  department  head. 

5.  G.L.  (Ter.  Ed)  Ch.  30,  S.6A,  as  amended,  provides,  "If  any  member 
of  a  permanent  state  board  or  commission  appointed  under  an  inter- 
state compact  who  serves  as  such  by  virtue  of  holding  any  other 
office  or  position  is  unable  by  reason  of  absence  or  disability  to 
to  perform  his  duties  as  such  member,  he  may,  by  writing  filed  in 
the  office  of  such  board  or  commission,  designate  an  officer  or 
employee  in  his  department  who  shall  without  additional  compensation 
therefor,  perform  such  duties  in  case  of  and  during  such  absence  or 
disability,  but  a  person  so  designated  shall  have  no  authority  to 
make  any  appointments  or  removals.  Any  such  designation  may  in  like 
manner  be  revoked  at  any  time." 

6.  Transfers  of  Recorded  Payments  -  Requests  for  transfers  of  recorded 
payments  from  one  expenditure  or  subsidiary  account  to  another  must 
bear  the  same  signatures  as  were  required  on  the  original  documents 
that  certified  to  the  Comptroller  the  propriety  of  the  charges. 

7.  Transfers  Between  Receipt  Accounts  -  The  signature  of  the  head  of  the 
spending  agency  is  sufficient  to  cover  requests  for  transfer  between 
receipt  accounts.  However,  in  those  cases  where  the  head  of  the 
spending  agency  has  delegated  his  authority  to  another  responsible 
person  to  approve  letters  addressed  to  the  Comptroller's  Division 
requesting  transfers  between  receipt  accounts  of  the  agency,  the 
Comptroller's  Division  must  be  so  informed  by  a  letter  from  the  head 
of  the  spending  agency.  A  sample  of  the  signature  of  the  authorized 
agent  must  accompany  such  letter. 
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CERTIFICATION  OF  DOCUMENTS  (Continued) 
A.   (Continued) 

8.  When  amounts  have  been  appropriated  to  special  commissions,  legis- 
lative committees,  etc.,  a  typed  listing  of  the  members  of  the  com- 
mission, committee,  etc.,  together  with  the  signatures  of  these  mem- 
bers in  ink  should  be  forwarded  to  the  Comptroller's  Division.  A 
majority  of  a  commission,  committee,  etc.,  may,  if  they  desire,  vote 
to  authorize  an  individual,  such  as  the  chairman,  member,  secretary, 
etc.,  to  sign  documents  for  transmittal  to  the  Comptroller's  Divis- 
ion after  they  have  been  approved  by  a  majority  of  the  members  by  a 
affixing  the  names  of  the  several  members  by  rubber  stamp  and  in 
addition  thereto  by  affixing  his  own  signature  in  ink.  Such  authori- 
zation should  be  covered  by  letter  to  the  Comptroller's  Division 
stating  when  the  meeting  was  held  which  voted  the  authorization,  the 
act  which  created  the  commission,  committee,  etc.,  whether  the  vote 
was  unanimous  or  by  majority,  and  quoting  the  minutes  of  the  meeting 
when  such  approval  was  granted,  similar  to  the  following: 

At  a  meeting  held  on  (date) of  the  members 

of  the  (Name  of  Commission)  as  created  under  the  provisions  of 
Chapter-    (number)    ,~Resolves  of    (year)   ,  a  majority  of 
(or  all)  the  members  voted  as  follows: 

"VOTED:  that  effective  (date) , 

Mr.  (Name) (title) ,  be  and  hereby 

is  authorized  to  sign  documents  for  submission  to  the  Comptroller's 
Division  after  they  have  been  approved  by  a  majority  of  the  members 

of  the     (name  of  commission) by  affixing  the  names  of  the 

several  members  of  the  (name  of  commission)  by  means  of  a  rubber 
stamp  facsimile  and  in  addition  thereto  by  affixing  his  own  signature 
in  ink." 

The  following  are  rubber  stamp  facsimiles  of  the  signatures  of 
a  majority  of  the  (name  of  commission)  as  of  (date)  together 
with  the  signatures  of  the  same  members  in  ink. 

\lery   truly  yours, 


Chairman  (or  Secretary,  etc.) 
(rubber  stamp  facsimiles)      (signatures  in  ink) 
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FASTENING  DOCUMENTS 

Attaching  Detail  to  Standard  Invoices  and  Travel  Expense  Vouchers  -  Any 
detail  or  supporting  papers  which  are  to  be  attached  to  Standard  Invoices 
or  Travel  Expense  Vouchers  should  be  stapled  to  the  back  of  these  documents 
in  the  middle  part  of  the  form  with  the  staple  no  lower  than  one-half  inch 
from  the  top  of  the  Standard  Invoice  or  Travel  Expense  Voucher. 

1.  Attaching  Standard  Invoices  -or  Travel  Expense  Vouchers  to  Batch 
Transmittal  or  Return  of  Advance  -  Standard  Invoices  or  Travel 

Expense  Vouchers  which  are  to  be  transmitted  to  the  Comptroller's 
Division  with  either  a  Batch  Transmittal  or  Return  of  Advance  should 
be  stapled  firmly  in  the  upper  left  corner  with  the  Batch  Transmittal 
or  Return  of  Advance  on  top.   If  the  number  of  documents  being 
transmitted  warrants  it,  a  hole  should  be  punched  through  all  the 
documents  being  transmitted  and  held  together  by  means  of  a  two- 
pronged  brad  in  place  of  a  staple.  Under  no  circumstances  should 
documents  be  held  together  merely  with  a  rubber  band  wrapped  around 
them,  nor  should  just  a  paper  clip  be  placed  at  the  top  of  the  vouchers, 
They  should  be  stapled  to  insure  that  they  do  not  become  separated 
and  possibly  lost. 

(a)  A  maximum  of  twenty  (20)  vouchers  may  be  attached  to  a  Batch 
Transmittal  (CD  41).   Individual  vouchers  for  $200.00  or  more 
and  individual  vouchers  under  $200.00  will  be  batched  separately 
by  the  following  catagories: 

-03  Services 

-07  Services 

Contract  Payments 

Land  or  Relocation  Payments 

Travel  Vouchers 

Utility  Bills 

All  Other 

(b)  A  maximum  of  twenty  five  (25)  vouchers  may  be  attached  to  a  Return 
of  Advance  (CD  21). 
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40 
DESTRUCTION  OF  RECORDS 

A.  Under  the  provisions  of  General  Laws  Chapter  30,  Section  42,  approval  for 
the  destruction  of  records  is  the  responsibility  of  the  Records  Conservation 
Board  and  records  may  not  be  destroyed  until  such  approval  has  been 
obtained.  The  Records  Conservation  Board  was  established  to  insure  the 
orderly  and  regular  flow  of  records  into  and  out  of  files. 

B.  Fiscal  forms  used  in  common  by "state  agencies,  are  listed  on  a  state-wide 
Disposal  Schedule  and  agencies  wishing  to  destroy  these  records  need  not 
submit  an  application  for  their  disposal  but  only  an  application  for  De- 
struction Permission,  Form  RCB  2,  which  may  be  obtained  from  the  Records 
Conservation  Board,  Room  51,  State  House,  Boston  Massachusetts  02133. 

C.  For  the  destruction  of  records  other  than  those  used  in  common  by  state 
agencies,  the  following  steps  should  be  taken  to  insure  the  proper  flow 
of  records: 

1.  Appointment  by  the  agency  of  a  "Records  Liaison  Officer"  to  work 

in  consultation  with  the  Records  Conservation  Board  by  the  submission 
of  Form  RCB  4  which  can  be  obtained  from  the  Records  Conservation 
Board. 

2.  Preparation  of  an  application  for  Disposal  Schedule,  Form  RCB  1, 
(to  be  obtained  from  the  Records  Conservation  Board)  by  the  Records 
Liaison  Officer  in  consultation  with  the  Board. 

3.  Submission  of  the  application  for  disposal  schedule  on  Form  RCB  1, 
in  triplicate,  signed  by  the  Records  Liaison  Officer,  to  the  Board. 
A  sample  of  each  type  of  record  to  be  scheduled  must  accompany  the 
application  and  the  Records  Liaison  Officer  attends  the  Board  Meeting 
at  which  his  application  is  considered.  The  form  will  be  either 
accepted  or  amended  by  the  Board.  A  copy  of  the  approved  schedule 
signed  by  the  officers  of  the  Board  will  be  returned  to  the  agency. 

D.  The  establishment  of  a  Disposal  Schedule  for  all  agency  records  creates 
a  life-span  for  each  record  placed  in  an  agency's  files  and  a  rational 
method  for  clearing  the  files.  Once  a  retention  schedule  has  been  form- 
ulated, it  is  the  duty  of  the  Records  Liaison  Officer  periodically  to  submit 
applications  for  Destruction  Permission  on  Form  RCB  2  so  that  the  disposal 
may  be  put  into  effect.  Destruction  Permission  is  generated  after: 

1.  Completion  of  the  application  for  Destruction  Permission  (Form  RCB  2), 
in  triplicate,  by  the  Records  Liaison  Officer. 

2.  Submission  of  the  completed  and  signed  Form  RCB  2,  to  the  Board  for 
its  approval.  The  return  of  a  copy  signed  by  the  officers  of  the 
Board  is  the  agency's  permission  to  dispose  of  the  records  listed  on   • 
that  Destruction  Permission.  As  a  practical  matter,  an  agency's 
submission  of  Form  RCB  1  may  be  accompanied  by  a  completed  RCB  2, 
listing  the  same  records  as  are  listed  on  Form  RCB  1,  in  anticipation 

of  the  Board's  approval  of  the  application  for  Disposal  Schedule. 


40-1 


41 

LIST  OF  STANDARD  FORMS 

A.   The  following  list  of  approved  standard  forms,  books  and  binders  is  to  be 
used  in  conjunction  with  the  uniform  Accounting  System  of  the  Commonwealth 
prescribed  by  the  Comptroller. 

1.  These  forms  are  available  for  requisition  from  the  Purchasing  Agent's 
Division  Supply  Unit  with  the  exception  of  those  items  preceded  by  an 
asterisk  (*)  which  are  available  only  to  the  Purchasing  Agent's  Division 

FORM  DESCRIPTION  PACKAGED 

CD  1     Budgetary  Control  Register  -  Summary  Account  - 

General  Institutions 50 

CD  1A    Budgetary  Control  Register  -  Summary  Account  - 

Educational  Institutions 50 

CD  IB    Budgetary  Control  Register  -  Summary  Account  -  Departments. .! 25 

CD  1C    Budgetary  Control  Register  -  Subsidiary  Account  - 

Al  1  Agencies 100 

CD  2     Expense  Ledger  Sheet 500 

Expense  Ledger  -  Barrier  Sheet 25 

Accounts  Receivable  or  Board  Ledger 250 

Stock  Ledger  Sheet 250 

Stock  Ledger  -  Barrier  Sheet 50 

Requests  for  Advances 25  sets 

Journal  Entry 100 

Monthly  Financial  Report  -  General  Institutions 50  sets 

Monthly  Financial  Report  -  Educational  Institutions 25  sets 

Stores  Requisition  Envelope each 

Stores  Requisition  Book 10  books 

Purchase  Requisition 100 

Purchase  Requisition  -  Green 500 

Salary  Advance  Request  -  Manila  -  Green  Striped 

(Regular  Drawing) 100 

CD  10    Salary  Advance  Request  -  Pink 

(not  on  payrol  1 ) 100 

CD  10    Salary  Advance  Request  -  Blue  (Vacation) 100 

Departmental  Purchase  Order 100  sets 

Purchasing  Agent's  Division  Purchase  Order. 

Standard  Invoice 25  sets 

Weekly  Payroll  -  Institutions 100  sets 

Weekly  Payrol  1  Cover  -  (Long) 25 

Weekly  Payroll  Cover  -  (Short) 25 

Quarters  Register 100 

Loyal  ty  Oath  Card 50 

Monthly  Payroll  -  Department 25  sets 

Monthly  Payroll  Account  Summary  -  Department 25  sets 

Report  of  New  Empl  oyees 50 

Payroll  Change  Sheet 50 

41-1 


CD  2A 

CD  3 

CD  4 

CD  4A 

CD  5 

CD  6 

CD  7 

CD  7A 

CD  8 

CD  8A 

CD  9 

CD  9A 

CD  10 

CD 

12 

CD 

13 

CD 

13A 

CD 

13B 

CD 

13C 

CD 

14 

CD 

15 

CD 

15A 

CD 

15B 

CD 

15C 

41 

LIST  OF  STANDARD  FORMS  (Continued) 

F0RM#  DESCRIPTION  PACKAGED 

Pensions  -  Account  Summary 25  sets 

Storekeeper's  Daily  Receiving  Record  Book each 

Sales  Book each 

Travel  Expense  Voucher 100 

Refund  of  Receipts  Voucher 100 

Billhead  -  Wh i te 500 

Bill  head  -  Buff 500 

Billhead  -  Pink 500 

Return  of  Advance 100 

Payroll  Return  of  Advance 100 

Inmates'  Fund  Receipt  Book each 

Standard  Receipt  Book each 

Inventory  Report  and  Adjustment  Sheet 250 

Employee's  Monthly  Wage  Card 100 

Employee'  s  Time  Card. 100 

Receipts  Voucher 25  sets 

Payroll  Refund  Receipts  Voucher 25  sets 

Change  in  Departmental  Purchase  Order 25  sets 

Change  in  Purchasing  Agent's  Division  Purchase  Order 

Meal  Ticket  -  Blue 500 

Meal  Ticket  -  Pink 250 

Invoice  Warrant 20  sets 

CD  36    Daily  Farm  Report 250 

Analysis  of  Farm  Labor  Cost 50 

Farm  Appropriation  Items 100 

Farm  Product 100 

Farm  Personal  Servi ces 250 

Annual  Farm  Report ; each  set 

Departmental  Payment  Voucher 100  or  200 

Continuation  Sheet  -  Departmental  Payment  Voucher 100  or  200 

Reservation  of  Funds 25  sets 

Change  in  Reservation  of  Funds .25  sets 

Batch  Transmittal 100 

Vendor  File  Maintenance 100 

Payrol  1  Proof  Sheet 25 

Additional  Payees 25 

Advice  of  Payroll  Master  Card  Changes 25 

Advice  of  Withholding  Tax  File  Reductions 25 


CD 

15G 

CD 

16 

CD 

17 

CD 

18 

CD 

19 

CD 

20 

CD 

20A 

CD 

20B 

CD 

21 

CD 

21A 

CD 

22 

CD 

23 

CD 

24 

CD 

28 

CD 

28A 

CD 

29 

CD 

29A 

CD 

30 

*CD 

30A 

CD 

31 

CD 

31A 

CD 

34 

CD 

36A 

CD 

36B 

CD 

36C 

CD 

36E 

CD 

36G 

CD 

39 

CD 

39A 

CD 

40 

CD 

40A 

CD 

41 

CD 

45 

CDF 

1  2 

CDF 

'  3 

CDF 

>  5 

CDF 

'  6 
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41 
LIST  OF  STANDARD  FORMS  (Continued) 
F0RM#  DESCRIPTION  PACKAGED 

BOOKS 

General  Ledger each 

Cash  Book ' each 

Trial  Balance  Book each 

BINDERS 

FOR  USE 
WITH 
F0RM# 

CD  I  ) 

CD  1A)    Budgetary  Control  Register  -  Summary  Pages each 

CD  IB) 

CD  1C)    Budgetary  Control  Register  -  Subsidiary  Pages each 

CD  2     Expense  Ledger each 

CD  3     Board  Ledger. each 

CD  4     Stock  Ledger each 


F0RM# 


AF  Gl 

AF  G2 

AF 

3 

AF 

4 

AF 

4A 

AF 

AF 

6 

AF 

7 

AF 

7A 

AF 

8A 

AF 

9 

AF 

10 

AF 

11 

AF 

12 

AF 

16 

AF 

29 

AF 

30 

ADMINISTRATION  AND  FINANCE  FORMS 


Notification  of  Intent  to  Apply  for  a  Federal  Grant each 

Notification  of  Intent  to  Apply  for  a  Federal  Grant  (Personnel ). .each 
Request  for  Allotment  Adjustment  and/or  Notice  of 

Intersubsidiary  Transfer each 

Authorization  of  Services each 

Affidavit  of  Compl  iance each 

Authorization  for  Travel  Outside  the  Commonwealth each 

Request  for  Authorization  of  Overtime  Services each 

Purchase  of  Service  Plan •  •  -each 

Purchase  of  Service  Plan  Revision each 

Reproduction  Equipment  Request each 

Equipment  Schedul  e  Deviation each 

Request  for  Professional  Recruitment each 

Report  of  Outside  Compensation each 

Publ  i cation  Waiver  Request each 

Use  of  State  Property each 

Data  Processing  Procurement  Request each 

Proposed  Fee  Schedule eac" 
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41 
LIST  OF  STANDARD  FORMS  (Continued) 
FORM#  DESCRIPTION  PACKAGED 

C.  BUDGET  BUREAU  FORMS 

FORM# 

BB  31    Activity  Request 25 

BB  541    Subsidiary  Accounts  and  Expenditure  Code  Numbers  for 

Budgetary  Control each 

D.  MOTOR  VEHICLE  MANAGEMENT  BUREAU  FORMS 

F0RM# 

MVMB  1  Vehicle  Use  Authorization PAD 

MVMB  25  Passenger  Car  Report 25 

MVMB  26  Monthly  Expense  Report  -  Passenger  Car 50 

MVMB  27  Monthly  Expense  Report  -  Truck 50 

MVMB  33  Request  for  Approval  to  Use  State  Vehicle  for  Transportation 

Between  Domicile  &  Place  of  Employment 50 

MVMB  36  Accident  Report  -  State  Owned  Vehicle 25 

MVMB  37  Request  for  Garage  Rental 25 
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INDEX  TO  FUNCTIONS  OF  ACCOUNTS 

The  following  functions  of  accounts  are  to  be  used  in  conjunction  with 
the  Uniform  Accounting  System  of  the  Commonwealth,  as  prescribed  by  the 
Comptrol ler. 

1.  These  functions  are  general,  in  nature  and,  in  their  entirety,  do  not 
apply  to  each  and  e\/ery   spending  agency. 

ACCOUNT  TITLE  PAGE 

Accounts  Payable  Maintenance  Appropriation  42-18 

Accounts  Receivable  42-20 

Advances  by  State  Treasurer  42-25 

Advances  Unaccounted  For  42-28 

Bid  Deposit  Cash  42-42 

Bid  Deposits  42-41 

Bond  Fund  Cash  42-51 

Bond  Fund  Deposits  42-52 

Buildings  and  Structures  42-44 

Cash  42-19 

Clearing  Account  Maintenance  Appropriation  42-  9 

Clearing  Account  Prior  Accounts  Receivable  42-21 

Clearing  Account  Prior  Farm  Storage  42-56 

College  Income  42-23 

Deficiency  Appropriation  42-30 

Department  Income  42-23 

Division  Income  42-23 

Escrow  Retirement  Fund  42-46 

Escrow  Retirement  Fund  Cash  42-45 

Expendable  Trust  Funds  42-35 

Farm  Production  42-53 

Farm  Products  Issued  From  Storeroom  42-55 

Farm  Products  to  Storeroom  42-55 

Farm  Products  Used  42-56 

Farm  Storage  42-54 

Federal  Grant  Fund  42-29 

Funds  Transferred  to  State  Treasurer  42-24 

Goods  Ordered  Not  Received  42-10 

Goods  Received  Not  Paid  For  42-10 

Industrial  Accident  Suspense  Fund  42-12 

Inmates'  Fund  Account  42-48 

Inmates'  Fund  Cash  ^~tl 

Institution  Income  ^"^ 

Investment  in  Physical  Property  42-57 
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INDEX  TO  FUNCTIONS  OF  ACCOUNTS  (Continued) 

ACCOUNT  TITLE  PAGE 

Land  42-44 

Maintenance  Appropriation  42-  4 

Maintenance  Appropriations  Allotments  42-  5 

Maintenance  Expenses  42-  7 

Materials  and  Supplies  42-  8 

Non-Expendable  Trust  Funds  42-36 

Patients'  Fund  Account  42-50 

Patients'  Fund  Cash  42-49 

Patients'  Unclaimed  Funds  42-39 

Payroll  Advances  42-25 

Physical  Property  42-57 

Prior  Fiscal  Years'  Deficiencies  42-32 

Prior  Fiscal  Years'  Expenses  42-31 

Prisoners'  Unclaimed  Funds  42-40 

Real  Estate  42-44 

Refunds  Current  Year  42-11 

Reserve  for  Encumbrances  Maintenance  Appropriation  42-  6 

Reserve  for  Encumbrances  Special  Appropriations  42-16 

Special  Appropriations  42-14 

Special  Appropriations  Allotments  42-15 

State  Aid  to  Students  42-43 

State  Treasurer  Federal  Grant  42-29 

State  Treasurer  Fund  Account  42-37 

State  Treasurer  Maintenance  Appropriation  42-  3 

State  Treasurer  Maintenance  Reserve  42-17 

State  Treasurer  Special  Appropriations  42-13 

State  Treasurer  Trust  Fund  Account  42-33 

Suspended  and/or  Disallowed  Advances  42-26 

Suspense  Accounts  Receivable  42-22 

Suspense  19_  Advances  42-27 

Trust  Fund  Securities  42-34 

Unclaimed  Wage  Fund  -  42-38 

Unpaid  Check  Fund  42-38 


Note:  A  "Boarding  Hall"  expenditure  account  functions 
in  the  same  manner  as  a  "Maintenance"  expendi- 
ture account.  The  words  "Boarding  Hall"  will 
be  substituted,  in  account  titles,  for  the  word 
"Maintenance". 
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STATE  TREASURER  MAINTENANCE  APPROPRIATION 


Debit: 
(a)  To  record  by  journal    entry 
upon  receipt  of  official    notifi- 
cation from  the  Comptroller's 
Division  the  amounts  of  mainten- 
ance appropriations  authorized 
by  the  Legislature  for  the  cur- 
rent fiscal  year  and  amounts 
of  transfers  for  maintenance, 
if  any,  from  the  appropriation 
of  any  other  account  authorized 
bylaw.     (Correlative  Credit  - 
Maintenance  Appropriation) 


Credit: 

(a)  At  the  close  of  each  month  with 
the  total  of  the  budgetary  control 
register  summary  account  column 
headed  State  Treasurer  Maintenance 
Appropriation.  (Correlative  Debit  - 
Maintenance  Appropriation  Allotments) 

(b)  At  the  close  of  the  fiscal  year 
by  a  journal  entry  to  reserve  the 
amount  required  to  pay  the  outstand- 
ing encumbrances  of  the  year  just 
closed  during  the  next  fiscal  year. 
(Correlative  Debit  -  State  Treasurer 
Maintenance  Reserve) 

(c)  At  the  close  of  the  fiscal  year 
by  a  journal  entry  to  revert  the 
the  unencumbered  balance  of  the 
maintenance  appropriation.  (Correl- 
ative Debit  -  Maintenance  Appropri- 
ation) 


The  debit  balance  before  closing  represents  the 
amount  of  the  unexpended  balance  of  the  main- 
tenance appropriation  and  should  be  equal  to 
the  sum  of  the  balances  in  the  maintenance  ap- 
propriation, reserve  for  encumbrances  mainten- 
ance appropriation  and  maintenance  appropriation 
allotments  accounts.  There  should  be  no  balance 
in  this  account  after  closing. 
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MAINTENANCE  APPROPRIATION 


Debit: 

(a)  To  record  by  journal  entry 
upon  receipt  of  official  notifi- 
cation from  the  Comptroller's 
Division  the  amounts  of  the  per- 
iodic and  supplementary  allot- 
ments for  maintenance  expendi- 
tures. (Correlative  Credit  - 
Maintenance  Appropriation 
Allotments) 

(b)  At  the  close  of  the  fiscal 
year  by  a  closing  journal  entry 
with  the  unencumbered  balance 

of  the  maintenance  appropriation 
(Correlative  Credit  -  State 
Treasurer  Maintenance  Appropri- 
ation) 


Credit: 

(a)  To  record  by  journal  entry  upon 
receipt  of  official  notification 
from  the  Comptroller's  Division  the 
amounts  of  maintenance  appropria- 
tions authorized  by  the  Legislature 
for  the  current  fiscal  year  and 
amounts  of  transfers  for  mainten- 
ance, if  any,  from  the  appropria- 
tion of  any  other  account  authorized 
by  law.   (Correlative  Debit  -  State 
Treasurer  Maintenance  Appropriation) 

(b)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  with  the 
unencumbered  allotment  balance. 
(Correlative  Debit  -  Maintenance 
Allotments) 


The  credit  balance  before  closing  represents 
the  unallotted  amount  of  the  maintenance  ap- 
propriation. There  should  be  no  balance  in 
this  account  after  closing. 
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MAINTENANCE  APPROPRIATION  ALLOTMENTS 


Debit: 

(a)  At  the  close  of  each  month 
with  the  total  of  the  budgetary 
control  register  summary  account 
column  headed  Maintenance  Allot- 
ment.  (Correlative  Credit  - 
State  Treasurer  Maintenance  Ap- 
propriation) 

(b)  With  that  amount  by  which 
the  total  of  the  encumbrances 
outstanding  against  mainten- 
ance appropriation  allotments 
accounts  at  the  end  of  a  month 
exceeds  the  total  of  the  en- 
cumbrances outstanding  against 
these  maintenance  accounts  at 
the  end  of  the  preceding  month. 
(Correlative  Credit  -  Reserve 
for  Encumbrances  Maintenance 
Appropriation) 

(c)  At  the  close  of  the  fiscal 
year  by  a  closing  journal  entry 
to  revert  the  unencumbered  allot- 
ment balance.   (Correlative  Cre- 
dit -  Maintenance  Appropriation) 


Credit: 

(a)  To  record  by  journal  entry  upon 
receipt  of  official  notification  from 

.the  Comptroller's  Division  the  amounts 
of  the  periodic  and  supplementary 
allotments  for  maintenance  expenditures 
(Correlative  Debit  -  Maintenance  Appro- 
priation) 

(b)  With  that  amount  by  which  the 
total  of  the  encumbrances  outstand- 
ing against  maintenance  appropria- 
tion allotments  accounts  at  the  end 
of  a  month  has  decreased  from  the 
total  of  the  encumbrances  outstan- 
ing  against  these  maintenance  ac- 
counts at  the  end  of  the  preceding 
month.   (Correlative  Debit  -  Reserve 
for  Encumbrances  Maintenance  Appro- 
priation) 


The  credit  balance  before  closing  represents 
the  unencumbered  allotment  balance.  There 
should  be  no  balance  in  this  account  after 
closing. 
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RESERVE  FOR  ENCUMBRANCES  MAINTENANCE  APPROPRIATION 


Debit: 

(a)  With  an  amount  to  bring  the 
balance  into  agreement  with  the 
total  of  the  outstanding  encum- 
brances if  they  show  a  decrease 
as  compared  with  the  total  at 
the  end  of  the  previous  month. 
(Correlative  Credit  -  Mainten- 
ance Appropriation  Allotments) 

(b)  At  the  close  of  the  fiscal 
year  by  a  closing  journal  entry 
with  the  total  amount  of  the 
outstanding  encumbrances  which 
are  to  be  paid  in  the  next  fis- 
cal year.   (Correlative  Credit  - 
Accounts  Payable  Maintenance 
Appropriation) 


Credit: 

(a)  At  the  close  of  the  first  month 
of  each  fiscal  year  with  the  total 
amount  of  the  outstanding  encum- 
brances pertaining  to  the  mainten- 
ance appropriation.   (Correlative 
Debit  -  Maintenance  Appropriation 
Allotments) 

(b)  With  an  amount  to  bring  the  bal- 
ance into  agreement  with  the  total 

of  the  outstanding  encumbrances  if 
they  show  an  increase  as  compared 
with  the  total  at  the  end  of  the 
previous  month.   (Correlative  Debit  - 
Maintenance  Appropriation  Allotments) 


The  credit  balance  at  the  close  of  each  month 
represents  the  total  amount  of  outstanding 
maintenance  encumbrances  of  the  current  fiscal 
year.  There  should  be  no  balance  in  this  ac- 
count after  closing. 
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MAINTENANCE  EXPENSES 


Debit: 

(a)  At  the  close  of  each  month  with 
the  total  of  the  budgetary  control 
register  summary  account  column 
headed  Maintenance  Expenses.   (Cor- 
relative Credit  -  Clearing  Account 
Maintenance  Appropriation) 

(b)  At  the  close  of  each  month  with 
the  total  value  of  materials  and 
supplies  issued  from  stock  other 
than  farm  issues  from  storeroom  as 
listed  in  the  trial  balance  of  the 
stock  ledger.   (Correlative  Credit  - 
Materials  and  Supplies) 

(c)  Annually,  by  journal  entry, 
with  the  total  of  direct  mainten- 
ance expense  items  listed  on  the 
purchase  orders  outstanding  on 
the  Comptroller's  records  at  the 
close  of  the  fiscal  year.   (Corre- 
lative Credit  -  Clearing  Account 
Maintenance  Appropriation) 


(d)  At  the  c 
year,  by  a  cl 
that  portion 
year  advances 
the  records  o 
Division  as  o 
are  not  inclu 
agency  expens 
Credit  -  Clea 
tenance  Appro 


lose  of  the  fiscal 
osing  entry,  with 
of  current  fiscal 
,  outstanding  on 
f  the  Comptroller' s 
f  June  30th,  which 
ded  in  the  spending 
es.   (Correlative 
ring  Account  Main- 
priation) 


Credit: 

(a)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  to  close 
the  balance  of  this  account.  (Cor- 
relative Debit  -  Clearing  Account 
Maintenance  Appropriation) 


The  debit  balance  before  closing  represents 
the  operating  cost  of  the  spending  agency  for 
the  current  fiscal  year.  There  should  be  no 
balance  in  this  account  after  closing. 
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MATERIALS  AND  SUPPLIES 


Debit: 

(a)  The  beginning  balance  is  the 
value  of  materials  and  supplies  on 
hand  at  the  end  of  the  prior  fis- 
cal year.   (Correlative  Credit  - 
Clearing  Account  Maintenance  Ap- 
propriation) 

(b)  At  the  close  of  each  month 
with  the  total  of  the  Materials 
and  Supplies  column  of  the  bud- 
getary control  register  summary 
account.  (Correlative  Credit  - 
Clearing  Account  Maintenance 
Appropriation) 

(c)  At  the  end  of  each  month  with 
the  value  of  farm  products  trans- 
ferred to  the  institution  store- 
room.  (Correlative  Credit  - 

Farm  Products  to  Storeroom) 

(d)  With  an  amount  to  increase  the 
balance  to  the  value  of  the  actual 
physical  inventory.   (Correlative 
Credit  -  Goods  Received  not  Paid 
For) 

(e)  By  journal  entry  at  the  close 
of  each  month,  with  the  total  of 
the  Materials  and  Supplies  column 
of  the  Accounts  Payable  Main- 
tenance Appropriation  budgetary 
control  summary  account.   (Corr- 
elative Credit  -  Clearing  Account 
Maintenance  Appropriation) 

(f)  By  journal  entry,  upon  not- 
ification from  the  Comptroller's 
Division,  with  amounts  of  Prior 
Fiscal  Years  Expenses  and/or 
Prior  Fiscal  Years  Deficiencies 
involving  Materials  and  Supplies 
(Correlative  Credit  -  Clearing 
Account  Maintenance  Appropria- 
tion) 


Credit: 

(a)  At  the  close  of  each  month  with 
the  total  value  of  issues  obtained 
from  the  trial  balance  of  the  stock 
ledger.   (Correlative  Debit  -  Main- 
tenance .Expenses  and  Farm  Products 
from  Storeroom) 

(b)  By  journal  entry  monthly  with 
the  stock  ledger  value  of  materials 
and  supplies  sold.   (Correlative 
Debit  -  Clearing  Account  Maintenance 
Appropriation) 

(c)  With  an  amount  to  decrease  the 
balance  to  the  value  of  the  actual 
physical  inventory.   (Correlative 
Debit  -  Goods  Received  not  Paid  For) 


The  debit  balance  during  the  year  represents  the 
value  of  materials  and  supplies  on  hand. 


42-8 


42 
CLEARING  ACCOUNT  MAINTENANCE  APPROPRIATION 


Debit: 

(a)  By  journal  entry  at  the  be- 
ginning of  the  fiscal  year  with 
the  amount  of  "Goods  Received  Not 
Paid  For"  at  the  close  of  the 
prior  fiscal  year  before  closing 
(Correlative  Credit  -  Goods  Re- 
ceived Not  Paid  For) . 

(b)  By  journal  entry,  monthly, 
with  the  stock  ledger  value  of 
materials  and  supplies  sold. 
(Correlative  Credit  -  Materials 
and  Suppl ies) . 

(c)  At  the  close  of  a  fiscal  year 
with  amount  of  Farm  Products  is- 
sued from  storeroom.  (Correlative 
Credit  -  Farm  Products  Issued  from 
Storeroom) . 

(d)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  with  the 
balance  of  the  Maintenance  Expenses 
account.   (Correlative  Credit  - 
Maintenance  Expenses). 


Credit: 

(a)  The  beginning  balance  is  the  value 
of  Materials  and  Supplies  on  hand  at  the 
end  of  the  prior  fiscal  year.   (Correla- 
tive Debit  -  Materials  and  Supplies). 

(b)  At  the  close  of  each  month  with  the 
total  of  the  budgetary  control  register 
summary  account  column  headed  "Clearing 
Account  Maintenance  Appropriation".  (Cor- 
relative Debit  -  Materials  and  Supplies 
and/or  Maintenance  Expenses). 

(c)  By  journal  entry,  at  the  close  of 
each  month  with  the  total  of  the  Materials 
and  Supplies  column  of  the  Accounts  Pay- 
able Maintenance  Appropriation  budgetary 
control  summary  account.  (Correlative 
Debit  -  Materials  and  Supplies). 

(d)  By  journal  entry,  upon  notification 
from  the  Comptroller's  Division,  with 
amounts  of  Prior  Fiscal  Years'  Expenses 
and/or  Prior  Fiscal  Years'  Deficiencies 
involving  Materials  and  Supplies.  (Cor- 
relative Debit  -  Materials  and  Supplies). 

(e)  By  journal  entry  at  the  close  of  the 
fiscal  year  with  the  balance  of  the  "Goods 
Received  Not  Paid  For"  account.  (Correla- 
tive Debit  -  Goods  Received  Not  Paid  For). 

(f)  Annually,  by  journal  entry,  with  the 
total  of  the  "Maintenance  Expenses"  pur- 
chase orders  outstanding  on  the  Comptroller's 
records  at  the  close  of  the  fiscal  year. 
(Correlative  Debit  -  Maintenance  Expenses). 

(g)  At  the  close  of  the  fiscal  year  by  a 
closing  journal  entry  with  the  balance  of  the 
Farm  Products  to  Storeroom  account.  (Correla- 
tive Debit  -  Farm  Products  to  Storeroom). 

(h)  At  the  close  of  the  fiscal  year  by  a 
closing  entry  with  that  portion  of  current 
fiscal  year  advances  outstanding  on  the  re- 
cords of  the  Comptroller's  Division  as  of 
June  30th,  which  are   not  included  in  the 
spending  agency  expenses.  (Correlative 
Debit  -  Maintenance  Expenses). 

The  credit  balance  before  closing  represents  that  portion  of  the  materials 
and  supplies  inventory  on  hand,  and  paid  for.  The  credit  balance  after 
closing  represents  the  value  of  materials  and  supplies,  on  hand. 
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GOODS  RECEIVED  -  NOT  PAID  FOR 


Debit: 

(a)  At  the  close  of  each  month  to 
bring  the  balance  of  the  Materials 
and  Supplies  account  into  agree- 
ment with  the  value  of  the  bal- 
ance in  the  Stock  Ledger,  if  the 
Stock  Ledger  balance  is  the  less- 
er amount.  (Correlative  Credit  - 
Materials  and  Supplies) 

(b)  At  the  end  of  the  fiscal  year 
to  close  the  balance  of  this  ac- 
count. (Correlative  Credit  - 
Clearing  Account-Maintenance 
Appropriation) 


Credit: 

(a)  At  the  beginning  of  a  fiscal 
year  with  the  amount  of  "Goods  Re- 
ceived -  Not  Paid  For"  at  the  end 
of  the  prior  fiscal  year,  before 
closing.  (Correlative  Debit  - 
Clearing  Account-Maintenance  Ap- 
propriation) 

(b)  At  the  close  of  each  month  to 
bring  the  balance  of  the  Materials 
and  Supplies  account  into  agreement 
with  the  balance  in  the  Stock  Ledger 
if  the  Stock  Ledger  balance  is  the 
greater  amount.  (Correlative  Debit- 
Materials  and  Supplies) 


The  credit  balance  before  closing  represents  the 
value  of  goods  received,  recorded  in  the  Stock 
Ledger,  but  not  paid  for.  There  should  be  no  bal- 
ance after  closing. 


GOODS  ORDERED  NOT  RECEIVED 


Debit: 

(a)  At  the  beginning  of  the  fiscal 
year  with  the  value  of  Stock  Ledg- 
er goods  encumbered  in  the  prior 
fiscal  year  but  not  received. 
(Correlative  Credit  -  Clearing  Ac- 
count-Maintenance Appropriation) 


Credit: 

(a)  At  the  close  of  each  month  with 
the  value  of  Stock  Ledger  goods  re- 
ceived that  had  been  encumbered  in 
the  prior  fiscal  year.  (Correlative 
Debit  -  Clearing  Account-Maintenance 
Appropriation) 

(b)  At  the  close  of  the  Accounts  Pay- 
able period  (December  31)  with  the  un- 
expended balance  of  prior  year  encum- 
brances for  Stock  Ledger  goods.  (Cor- 
relative Debit  -  Clearing  Account- 
Maintenance  Appropriation) 


The  debit  balance,  during  the  Accounts  Payable  period 
represents  Stock  Ledger  goods  encumbered  in  the  prior 
fiscal  year  but  not  received.  There  should  be  no  balance 
in  this  account  at  the  end  of  the  Accounts  Payable  period 
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REFUNDS  CURRENT  YEAR 


Debit: 

(a)  With  the  amounts  paid  into 
the  State  Treasury  representing 
refunds  of  current  year  expendi- 
tures. Posted  from  the  General 
Ledger  column  of  the  cash  dis- 
bursement book.   (Correlative 
Credit  -  Cash) 

(b)  To  record  by  journal  entry 
amounts  representing  current 
year  refunds  received  and  re- 
ported by  the  Comptroller's 
Division.  (Correlative  Credit  - 
Refunds  Current  Year)  See  Note  2 
below. 

(c)  By  journal  entry  if  refund 
exceeds  cash  transmitted  with  the 
difference  between  the  gross 
amount  of  a  Payroll  Refund  Receipts 
Voucher,  representing  a  refund  cur- 
rent year,  and  the  actual  amount  of 
cash  transmitted  to  the  State  Treas- 
urer. (Correlative  Credit  -  Refunds 
Current  Year)  See  Note  2  below. 


Credit: 

(a)  With  the  cash  amount  of  refunds 
of  current  year  expenditures.  Post- 
ed from  the  General  Ledger  column  of 
the  cash  receipts  book.  (Correlative 
Debit  -  Cash) 

(b)  To  record  by  journal  entry 
amounts  representing  current  year 
refunds  received  and  reported  by 

the  Comptroller's  Division.  (Correl- 
ative Debit  -  Refunds  Current  Year) 
See  Note  2  below. 

(c)  By  journal  entry  if  refund  ex- 
ceeds cash  transmitted  with  the  dif- 
ference between  the  gross  amount  of  a 
Payroll  Refund  Receipts  Voucher,  re- 
presenting a  refund  current  year,  and 
the  actual  amount  of  cash  transmitted 
to  the  State  Treasurer.  (Correlative 
Debit  -  Refunds  Current  Year)  See 
Note  2  below. 


Note  1:   If  the  amounts  of  cash  received  as  current 
year  refunds  are  transmitted  to  the  State  Treasury 
in  the  manner  prescribed  by  G.  L.  (Ter.  Ed.)  C.  30, 
S.  27,  there  should  be  no  balance  in  this  account 
at  the  close  of  any  month. 

Note  2:  The  purpose  of  this  entry  is  to  reflect  in 
this  account  the  total  of  all  refunds  current  year. 


42-11 


42 


INDUSTRIAL  ACCIDENT  SUSPENSE  FUND 


Debit: 

Credit: 

(a)  With  the  amounts  paid  to  em- 

With the  amount  of  any  Industrial 

ployees  as  an  adjustment  of  In- 

Accident payments  received  from 

dustrial  Accident  payments. 

employees.   (Correlative  Debit  - 

(Correlative  Credit  -  Cash) 

Cash) 

(b)  With  amounts  transmitted  to 

the  State  Treasurer  as  Payroll 

Refunds  resulting  from  Indus- 

trial Accident  payments. 

(Correlative  Credit  -  Cash) 

If  the  amounts  of  Industrial  Accident  refunds 
received  from  employees  are  transmitted  to  the 
State  Treasurer  during  the  month  in  which  re- 
ceived, there  should  be  no  balance  in  this 
account  at  the  close  of  any  month. 
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STATE  TREASURER  SPEC! Al  APPROPRIATIONS 


Debit: 

(a)  To  record  by  journal  entry 
upon  receipt  of  official  notifi- 
cation from  the  Comptroller's 
Division  the  amounts  of  special 
appropriations  authorized  by  the 
Legislature.   (Correlative  Cre- 
dit -  Special  Appropriations) 


Credit: 

(a)  At  the  close  of  each  month  with 
the  total  of  the  budgetary  control 
register  summary  account  column 
headed  "State  Treasurer  Special 
Appropriations".   (Correlative  De- 
bit -  Special  Appropriations  Allot- 
ments) 

(b)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  to  revert 
the  unencumbered  balances  of  special 
appropriations  which  have  expired. 
(Correlative  Debit  -  Special  Approp- 
riations) 

(c)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  to  trans- 
fer the  amount  outstanding  as  encum- 
brances against  the  appropriation 
for  other  than  ordinary  maintenance 
which  have  expired  on  the  date  estab- 
lished by  the  legislature.  (Correla- 
tive Debit  -  State  Treasurer  Mainten- 
ance Reserve) 


The  debit  balance  is  equal  to  the  total  of  the 
unallotted  special  appropriations  accounts, 
the  unencumbered  balance  of  the  special  appro- 
priations allotments  accounts,  and  the  balance 
of  the  reserve  for  encumbrances  special  appro- 
priations account. 
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SPECIAL  APPROPRIATIONS 


Debit: 

(a)  To  record  in  total  by  journal 
entry  upon  receipt  of  official  no- 
tification from  the  Comptroller's 
Division  the  periodic  allotments 
made  available  for  expenditure 
for  all  items  pertaining  to  spe- 
cial appropriations.   (Correla- 
tive Credit  -  Special  Appropria- 
tions Allotments) 

(b)  At  the  close  of  the  fiscal 
year  by  a  closing  journal  entry 

to  revert  the  unencumbered  balances 
of  special  appropriations  which  have 
expired.   (Correlative  Credit  - 
State  Treasurer  Special  Appro- 
priations) 


Credit: 

(a)  To  record  by  journal  entry  upon 
receipt  of  official  notification 
from  the  Comptroller's  Division  the 
amounts  of  special  appropriations 
authorized  by  the  Legislature. 
(Correlative  Debit  -  State  Treas- 
urer Special  Appropriations) 

(b)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  to  restore 
to  the  speical  appropriations  account 
the  unencumbered  balances  remaining 
in  the  special  appropriations  allot- 
ments accounts  which  have  expired. 
(Correlative  Debit  -  Special  Appro- 
priations Allotments) 


The  credit  balance  during  the  fiscal 
year  represents  the  total  of  the  un- 
allotted balances  of  the  special  ap- 
propriations accounts. 

The  credit  balance  after  closing  repre- 
sents the  total  of  the  unallotted  bal- 
ances of  the  special  appropriations 
accounts  to  be  carried  forward  to  the 
next  fiscal  year. 


Note:  For  the  purposes  of  account 
functioning  the  term  "Special  Appro- 
priation" shall  be  used  to  designate 
any  appropriation  other  than  a  main- 
tenance appropriation. 
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SPECIAL  APPROPRIATIONS  ALLOTMENTS 


Debit: 

(a)  At  the  close  of  each  month 
with  the  total  of  the  budgetary 
control  register  summary  account 
column  headed  "Special  Appropri- 
ations Allotments".   (Correla- 
tive Credit  -  State  Treasurer 
Special  Appropriations) 

(b)  At  the  close  of  each  month 
with  the  amount  by  which  the 
total  of  the  outstanding  encum- 
brances exceeds  the  total  out- 
standing at  the  close  of  the 
previous  month.   (Correlative 
Credit  -  Reserve  for  Encum- 
brances Special  Appropriations) 

(c)  At  the  close  of  the  fiscal 
year  by  a  closing  journal  entry 
to  restore  to  the  special  appro- 
priations account  the  unencumber- 
ed balance  remaining  in  the  spec- 
ial appropriations  allotments 
accounts  which  have  expired. 
(Correlative  Credit  -  Special 
Appropriations) 


Credit: 

(a)  To  record  in  total  by  journal 
entry  upon  receipt  of  official  noti- 
fication from  the  Comptroller's  Div- 
ision the  periodic  allotments  made 
available  for  expenditure  for  all 
items  pertaining  to  special  appro- 
priations.  (Correlative  Debit  - 
Special  Appropriations) 

(b)  At  the  close  of  each  month  with 
the  amount  by  which  the  total  of  the 
outstanding  encumbrances  had  decreased 
from  the  total  outstanding  at  the 
close  of  the  previous  month.   (Corr- 
elative Debit  -  Reserve  for  Encumbrances 
Special  Appropriations) 


The  balance  during  the  fiscal  year  should 
normally  be  a  credit  and  represent  the  to- 
tal of  the  unencumbered  balances  of  the 
special  appropriations  allotments  accounts 
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RESERVE  FOR  ENCUMBRANCES  SPECIAL  APPROPRIATIONS 


Debit: 

Credit: 

(a)  At  the  close  of  each  month 

(a)  At  the  close  of  each  month  with 

with  an  amount  to  bring  the  bal- 

an amount  to  bring  the  balance  into 

ance  into  agreement  with  the  out- 

agreement with  the  outstanding  en- 

standing encumbrances  if  they  show 

cumbrances  if  they  show  an  increase 

a  decrease  as  compared  with  the 

over  the  balance  at  the  end  of  the 

balance  at  the  end  of  the  pre- 

previous month.  (Correlative  Debit- 

vious  month.  (Correlative  Cre- 

Special Appropriations  Allotments) 

dit  -  Special  Appropriations 

Al lotments) 

(b)  At  the  close  of  the  fiscal 

year  by  a  closing  journal  entry 

to  transfer  the  amounts  outstand- 

ing as  encumbrances  against  those 

appropriations  for  other  than  or- 

dinary maintenance,  which  have 

expired  on  the  date  established 

by  the  legislature  and  which  are 

'. 

now  subject  to  the  same  life  as 

encumbrances  outstanding  on  June 

30th  against  appropriations  for 

ordinary  maintenance.  (Correla- 

tive Credit  -  Accounts  Payable 

Maintenance  Appropriation) 

The  credit  balance  represents  the  amount  of 
encumbrances  outstanding  at  the  end  of  the 
month. 
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STATE  TREASURER  MAINTENANCE  RESERVE 


Debit: 

(a)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  to  reserve 
the  amount  required  to  pay  the  out- 
standing encumbrances  of  the  year 
just  closed  during  the  next  fiscal 
year.      (Correlative  Credit  -  State 
Treasurer  Maintenance  Appropriation) 

(b)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  to  reserve 
the  amount  required  to  pay  the  out- 
standing encumbrances  against  appro- 
priations for  other  than  ordinary 
maintenance  which  had  been  carried 

as  special  appropriations  until  the 
expiration  date  established  by  the 
Legislature.   (Correlative  Credit  - 
State  Treasurer  Special  Appropria- 
tions) 


Credit: 

(a)  At  the  close  of  each  month  with 
the  total  of  the  budgetary  control 
register  summary  account  column 
headed  Credit:  State  Treasurer 
Maintenance  Reserve.  (Correlative 
Debit  -  Accounts  Payable  Mainten- 
ance Appropriation) 

(b)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  to  revert 
the  unexpended  balance  remaining  in 
this  account.  (Correlative  Debit  - 
Accounts  Payable  Maintenance  Appro- 
priation) 


The  debit  balance  before  closing  represents  the 
unexpended  balance  of  the  amount  reserved  to  pay 
the  accounts  payable  of  the  prior  fiscal  year  and 
should  agree  with  the  credit  balance  in  the  ac- 
counts payable  maintenance  appropriation  account. 

The  debit  balance  in  this  account  after  closing 
is  equal  to  the  amount  of  the  outstanding  main- 
tenance encumbrances  at  the  close  of  the  current 
fiscal  year  to  be  paid  during  the  next  fiscal 
year  and  should  agree  with  the  credit  balance  in 
the  accounts  payable  maintenance  appropriation 
account. 
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ACCOUNTS  PAYABLE  MAINTENANCE  APPROPRIATION 


Debit: 

(a)  At  the  close  of  each  month  with 
the  total  of  the  budgetary  control 
register  summary  account  column 
headed  Debit:  Accounts  Payable. 
(Correlative  Credit  -  State  Treas- 
urer Maintenance  Reserve) 

(b)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  to  re- 
vert the  unexpended  balance  in  this 
account.  (Correlative  Credit  - 
State  Treasurer  Maintenance  Reserve) 


Credit: 

(a)  By  a  closing  journal  entry  to 
transfer  from  the  Reserve  for  Encum- 
brances Maintenance  Appropriation 
account  the  final  balance  represent- 
ing the  encumbrance  documents  out- 
standing on  the  Comptroller's  records 
at  the  close  of  the  year.  (Correla- 
tive Debit  -  Reserve  for  Encumbrances 
Maintenance  Appropriation) 

(b)  At  the  close  of  the  fiscal  year, 
by  a  closing  journal  entry,  to  reserve 
the  amounts  outstanding  as  encumbrances 
against  those  appropriations  for  other 
than  ordinary  maintenance,  which  have 
expired  on  the  date  established  by  the 
Legislature  and  which  are  now  subject 
to  the  same  life  as  encumbrances  out- 
standing on  June  30th  against  appro- 
priations for  ordinary  maintenance. 
(Correlative  Debit  -  Reserve  for 
Encumbrances  Special  Appropriations) 


The  credit  balance  during  the  fiscal  year  represents  the 
unexpended  balance  of  the  amounts  reserved  with  which  to 
pay  encumbrances  outstanding  at  the  close  of  the  previous 
year  and  should  agree  with  the  balance  of  the  state  treas- 
urer maintenance  reserve  account. 

The  credit  balance  in  this  account  after  closing  represents 
the  amount  of  outstanding  maintenance  encumbrances  of  the 
current  fiscal  year  to  be  paid  during  the  next  fiscal  year 
and  should  agree  with  the  debit  balance  in  the  state  treas- 
urer maintenance  reserve  account. 

Note:  The  terms  Accounts  Payable  and  Liabilities  are  syn- 
onymous and  are  used  interchangeably. 
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CASH 


Debit: 
At  the  close  of  each  month  with 
the  toal  cash  received  during 
the  month  as  shown  on  the  re- 
ceipts side  of  the  Cash  Book. 
(Correlative  Credit  -  Proper 
Sundry  Accounts  Affected) 


Credit: 
At  the  close  of  each  month  with  the 
total  cash  payments  made  during  the 
month  as  shown  on  the  disbursements 
side  of  the  Cash  Book.  (Correlative 
Debit  -  Proper  Sundry  Accounts 
Affected) 


The  debit  balance  represents  the  total  amount 
of  cash  in  the  bank  and  on  hand  in  the  office. 
If  all  income  cash  has  been  transferred  to  the 
State  Treasurer,  this  balance  will  represent 
the  amount  of  the  advance  cash  on  hand  at  the 
end  of  each  month  during  the  current  fiscal 
year.  At  the  close  of  each  fiscal  year,  when 
all  income  and  advance  funds  have  been  forward- 
ed to  the  State  Treasurer,  there  should  be  no 
balance  in  this  account. 
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ACCOUNTS  RECEIVABLE 


Debit: 

(a)  Beginning  Balance  -  Amount  due 
on  outstanding  accounts  receivable 
at  the  close  of  the  previous  fiscal 
year.  (Correlative  Credit  -  Clear- 
ing Account  Prior  Accounts  Receiv- 
able) 

(b)  At  the  close  of  each  month  with 
total  billings  for  board,  sales  and 
other  income  items  as  shown  on  the 
trial  balance  of  the  board  ledger. 
(Correlative  Credit  -  Institution 
Income) 

(c)  Upon  notification  from  the 
Comptroller's  Division  with  amounts 
received  directly  by  the  State 
Treasurer  on  account  of  income  not 
previously  billed.  (Correlative 
Credit  -  Institution  Income) 

(d)  With  the  total  amount  of  an 
account  previously  referred  to  the 
Attorney  General  when  notified  as 
to  the  disposition  of  same.  (Cor- 
relative Credit  -  Suspense  Accounts 
Receivable) 

(e)  With  the  amounts  of  refunds  of 
receipts  vouchers  submitted  to  the 
Comptroller's  Division  for  payment. 
(Correlative  Credit  -  Funds  Trans- 
ferred to  State  Treasurer) 

(f)  By  journal  entry  with  the  dif- 
ference between  the  gross  amount  of 
a  Payroll  Refund  Receipts  Voucher 
representing  a  refund  previous  year 
and  the  actual  amount  of  cash  trans- 
mitted to  the  State  Treasurer  when 
cash  transmitted  exceeds  the  gross 
refund.   (Correlative  Credit  -  Funds 
Transmitted  to  State  Treasurer) 


Credit: 

(a)  At  the  close  of  each  month  with  the 
total  cash  received  on  account  of  in- 
come as  shown  on  the  receipts  side  of 
the  Cash  Book.  (Correlative  Debit  - 
Cash) 

(b)  Upon  notification  from  the  Comp- 
troller's Division  with  amounts  re- 
ceived directly  by  the  State  Treasurer 
on  account  of  income  not  previously 
billed.  (Correlative  Debit  -  Funds 
Transferred  to  State  Treasurer) 

(c)  With  the  amount  of  refund  of  re- 
ceipts vouchers  submitted  to  the  Comp- 
troller's Division  for  payment.  (Cor- 
relative Debit  -  Institution  Income) 

(d)  With  the  amount  of  overdue  accounts 
referred  to  the  Attorney  General  for 
collection.  (Correlative  Debit  -  Sus- 
pense Accounts  Receivable) 

(e)  To  charge  off  the  balance  of  an 
overdue  account  when  notified  by  the 
Attorney  General  that  it  is  uncollect- 
ible. (Correlative  Debit  -  Institution 
Income  or  Clearing  Account  Prior  Ac- 
counts Receivable) 

(f)  By  journal  entry  with  the  differ- 
ence between  the  gross  amount  of  a  Pay- 
roll  Refund  Receipts  Voucher  represent- 
ing a  refund  previous  year  and  the  ac- 
tual amount  of  cash. transmitted  to  the 
State  Treasurer  when  gross  refund  ex- 
ceeds cash  transmitted.  (Correlative 
Debit  -  Funds  Transferred  to  State 
Treasurer) 


The  debit  balance  represents  the  total  amount 
due  on  outstanding  accounts  receivable. 
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CLEARING  ACCOUNT  PRIOR  ACCOUNTS  RECEIVABLI 


Debit: 

(a)  With  the  amount  of  a  previous 
years'  billing  when  notified  by 
the  Attorney  General  that  it  is 
uncollectible.  (Correlative 
Credit  -  Accounts  Receivable) 

(b)  At  the  close  of  each  fiscal 
year  by  a  closing  journal  entry 
with  the  amount  necessary  to  de- 
crease the  balance  of  the  Clear- 
ing Account  to  bring  it  into 
agreement  with  the  amounts  due 
on  outstanding  accounts  receiv- 
able at  the  end  of  the  current 
year  when  the  amounts  due  are 
less  than  the  balance  of  this 
account.  (Correlative  Credit  - 
Institution  Income) 


Credit: 

(a)  The  beginning  balance  is  the 
amount  due  on  accounts  outstanding 
at  close  of  previous  fiscal  year. 
(Correlative  Debit  -  Accounts  Re- 
ceivable) 

(b)  At  the  close  of  each  fiscal  year 
by  a  closing  journal  entry  with  the 
amount  necessary  to  increase  the  bal- 
ance of  the  Clearing  Account  to  bring 
it  into  agreement  with  the  amounts  due 
on  outstanding  accounts  receivable  at 
the  end  of  the  current  year  when  the 
amounts  due  are  greater  than  the  bal- 
ance of  this  account.  (Correlative 
Debit  -  Institution  Income) 


The  credit  balance  before  closing  represents 
the  total  amount  due  on  account  of  previous 
years'  income. 

The  credit  balance  after  closing  represents 
the  total  amount  due  on. account  of  income 
at  the  end  of  the  current  fiscal  year. 
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SUSPENSE  ACCOUNTS  RECEIVABLE 


Debit: 
With  the  amount  of  overdue  ac- 
counts referred  to  the  Attorney 
General  for  collection.  (Correl- 
ative Credit  -  Accounts  Receiv- 
able) 


Credit: 
With  the  total  amount  of  an  account 
previously  referred  to  the  Attorney 
General  when  notified  as  to  the  dis- 
position of  same.  (Correlative 
Debit  -  Accounts  Receivable) 


The  debit  balance  represents  the  amounts  due 
on  overdue  accounts  receivable  referred  to 
the  Attorney  General  for  collection. 
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INSTITUTION) 
DEPARTMENT  ) 
DIVISION  ) 
COLLEGE    ) 


INCOME 


Debit: 

(a)  With  the  amount  of  refund  of 
receipts  vouchers  submitted  to  the 
Comptroller's  Division  for  payment 
(Correlative  Credit  -  Accounts  Re- 
ceivable) 

(b)  With  the  amount  of  a  current 
year  billing  when  notified  by  the 
Attorney  General  that  it  is  un- 
collectible.  (Correlative  Cred- 
it -  Accounts  Receivable) 

(c)  At  the  close  of  each  fiscal 
year  by  a  closing  journal  entry 
with  the  amount  necessary  to 
increase  the  balance  of  the 
Clearing  Account  Prior  Accounts 
Receivable  account  to  bring  it  in- 
to agreement  with  the  amounts  due 
on  outstanding  accounts  receivable 
at  the  end  of  the  current  year 
when  the  amounts  due  are  greater 
than  the  balance  of  the  Clearing 
Account.   (Correlative  Credit  - 
Clearing  Account  Prior  Accounts 
Receivable) 

(d)  At  the  close  of  each  fiscal 
year  by  a  closing  journal  entry 
with  the  amount  to  close  this 
account.   (Correlative  Credit  - 
Funds  Transferred  to  State  Treas- 
urer) 


Credit: 

(a)  At  the  close  of  each  month  with 
total  billings  for  board,  sales  and 
other  income  items  as  shown  on  the 
trial  balance  of  the  Accounts  Re- 
ceivable ledger.  (Correlative  Debit  - 
Accounts  Receivable) 

(b)  Upon  notification  from  the 
Comptroller's  Division  with  amounts 
received  directly  by  the  State  Treas- 
urer on  account  of  income  not  previous- 
ly billed.  (Correlative  Debit  -  Ac- 
counts Receivable) 

(c)  At  the  close  of  each  fiscal  year 
by  a  closing  journal  entry  with  the 
amount  necessary  to  decrease  the  bal- 
ance of  the  Clearing  Account  Prior 
Accounts  Receivable  account  to  bring 
it  into  agreement  with  the  amounts  due 
on  outstanding  accounts  receivable  at 
the  end  of  the  current  year  when  the 
amounts  due  are  less  than  the  balance 
of  the  Clearing  Account.  (Correlative 
Debit  -  Clearing  Account  Prior  Accounts 
Receivable) 


The  credit  balance  before  closing  represents 
the  net  amount  billed  as  income  during  the 
current  fiscal  year,  less  refunds  of  receipts, 
if  any.  There  should  be  no  balance  in  this 
account  after  closing. 
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FUNDS  TRANSFERRED  TO  STATE  TREASURER 


Debit: 

(a)  At  the  end  of  each  month  with 
the  total  amount  transferred  to  the 
State  Treasurer  on  account  of  in- 
come receipts  as  shown  on  the  dis- 
bursements side  of  the  Cash  Book. 
(Correlative  Credit  -  Cash) 

(b)  By  journal  entry  with  the  dif- 
ference between  the  gross  amount  of 
a  Payroll  Refund  Receipts  Voucher 
representing  a  refund  previous  year 
and  the  actual  amount  of  cash  trans- 
mitted to  the  State  Treasurer  when 
gross  refund  exceeds  cash  trans- 
mitted. (Correlative  Credit  -  Ac- 
counts Receivable) 

(c)  Upon  notification  from  the  Comp- 
troller's Division  with  amounts  re- 
ceived directly  by  the  State  Treas- 
urer on  account  of  prior  year  refunds 
or  income  not  previously  billed. 
(Correlative  Credit  -  Accounts  Re- 
ceivable) 


Credit: 

(a)  With  the  amount  of  refund  of 
receipts  vouchers  submitted  to  the 
Comptroller's  Division  for  payment. 
(Correlative  Debit  -  Accounts  Re- 
ceivable) 

(b)  By  journal  entry  with  the  dif- 
ference between  the  gross  amount  of 
a  Payroll  Refund  Receipts  Voucher 
representing  a  refund  previous  year 
and  the  actual  amount  of  cash  trans- 
mitted to  the  State  Treasurer  when 
cash  transmitted  exceeds  the  gross 
refund.  (Correlative  Debit  -  Ac- 
counts Receivable) 

(c)  At  the  close  of  each  fiscal  year 
by  a  closing  journal  entry  with  the 
amount  to  close  this  account.  (Cor- 
relative Debit  -  Institution  Income) 


The  debit  balance  before  closing  represents  the 
total  amount  of  income  receipts  transferred  to 
the  State  Treasurer  during  the  current  fiscal 
year.  There  should  be  no  balance  in  this  ac- 
count after  closing. 
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ADVANCES  BY  STATE  TREASURER 


Debit: 
At  the  close  of  each  month  with 
the  total  payments  from,  and  re- 
payments of,  advance  monies,  other 
than  payroll  advances,  as  shown  on 
the  disbursements  side  of  the  Cash 
Book.  (Correlative  Credit  -  Cash) 


Credit: 
At  the  close  of  each  month  with 
amounts  received  during  the  current 
fiscal  year  for  purposes  other  than 
payroll  as  shown  on  the  receipts 
side  of  the  Cash  Book.  (Correlative 
Debit  -  Cash) 


The  credit  balance  during  the  year  represents 
the  unexpended  amount  of  the  advances  other 
than  payroll  advances  available  for  expendi- 
ture. All  advances  should  be  accounted  for 
and  credited  on  the  Comptroller's  records  at 
the  close  of  the  fiscal  year,  there  should  be 
no  balance  in  this  account  after  closing. 


PAYROLL  ADVANCES 


Debit: 
At  the  close  of  each  month  with 
the  total  payments  from,  and 
repayments  of,  payroll  advance 
monies  as  shown  on  the  disburse- 
ments side  of  the  Cash  Book. 
(Correlative  Credit  -  Cash) 


Credit: 
At  the  close  of  each  month  with 
amounts  received  during  the  current 
fiscal  year  for  payroll  purposes  as 
shown  on  the  receipts  side  of  the 
Cash  Book.  (Correlative  Debit  -  Cash) 


The  credit  balance  during  the  year  represents 
the  unexpended  amount  of  payroll  advances  avail- 
able for  expenditure.  All  payroll  advances  should 
be  accounted  for  and  credited  on  the  Comptroller's 
records  at  the  close  of  the  fiscal  year.  There 
should  be  no  balance  in  this  account  after  closing 
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SUSPENDED  AND/OR  DISALLOWED  ADVANCES 


Debit: 
Upon  notification  from  the  Comp- 
troller's Division  with  the 
amount  of  suspended  and/or  dis- 
allowed items  previously  paid 
from  the  advances  during  the 
current  fiscal  year.  (Correl- 
ative Credit  -  Suspense  19_ 
Advances) 


Credit: 

(a)  With  the  amount  of  current 
fiscal  year  suspended  advance  items 
resubmitted  on  a  return  of  advance 
form  to  the  Comptroller's  Division 
after  the  necessary  requirements 
have  been  met,  and/or  when  amounts 
disallowed  by  the  Comptroller's  Di- 
vision during  the  current  fiscal 
year  have  been  recovered.  (Correla- 
tive Debit  -  Suspense  19_  Advances) 

(b)  At  the  close  of  each  fiscal  year, 
by  a  closing  journal  entry,  to  trans- 
fer the  balance  in  this  account  as  of 
June  30  to  Advances  Unaccounted  For. 
(Correlative  Debit  -  Advances  Unac- 
counted For) 


The  debit  balance  before  closing  represents  the 
amount  of  advance  vouchers  suspended  during  the 
fiscal  year  which  have  not  been  resubmitted  to 
the  Comptroller's  Division  and/or  disallowed  items 
which  have  not  been  recovered.  There  should  be  no 
balance  in  this  account  after  closing. 
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SUSPENSE  19_  ADVANCES 


Debit: 

(a)  With  the  amount  of  current 
fiscal  year  suspended  advance  items 
resubmitted  on  a  return  of  advance 
form  to  the  Comptroller's  Division 
after  the  necessary  requirements 
have  been  met  and/or  when  amounts 
disallowed  by  the  Comptroller's 
Division  are  recovered  in  the  same 
fiscal  year.  (Correlative  Credit  - 
Suspended  and/or  Disallowed  Ad- 
vances) 

(b)  By  journal  entry,  as  of  July 
1st  of  each  fiscal  year,  to  re- 
verse that  portion  of  the  entry 
made  as  of  June  30th  representing 
cash  and/or  return  of  advance 
forms  transmitted  too  late  to  be 
recorded  on  the  Comptroller's 
records  in  the  fiscal  year  in  which 
the  advance  was  made.  (Correlative 
Credit  -  Advances  Unaccounted  For) 

(c)  With  amounts  representing  re- 
duction of  accountability  for 
prior  years'  advances  when  trans- 
mitted (either  cash  or  vouchers) 
to  the  Comptroller's  Division. 
(Correlative  Credit  -  Advances 
Unaccounted  For) 


Credit: 

(a)  Upon  notification  from  the  Comp- 
troller's Division  with  the  amount  of 
suspended  and/or  disallowed  items 
previously  paid  from  advances  during 
the  current  fiscal  year.  (Correla- 
tive Debit  -  Suspended  and/or  Dis- 
allowed Advances) 

(b)  At  the  close  of  each  fiscal  year, 
by  a  closing  journal  entry,  with  an 
amount  to  bring  this  account  into 
agreement  with  the  total  of  current 
fiscal  year  advances  outstanding  on 
the  records  of  the  Comptroller's  Di- 
vision as  of  June  30th.  (Correlative 
Debit  -  Advances  Unaccounted  For) 


The  credit  balance  represents  the  amount  of  suspended 
advance  vouchers  which  have  not  been  resubmitted  to 
the  Comptroller's  Division  and/or  disallowed  items  which 
have  not  been  recovered  plus  cash  repayment  of  advances 
or  return  of  advance  schedules  transmitted  too  late  to 
be  recorded  on  the  Comtroller's  records  in  the  fiscal 
year  in  which  the  advance  was  made. 

Note:  A  separate  account  will  be  kept  for  recording 

the  suspended  and/or  disallowed  advance  vouchers 
of  each  fiscal  year. 
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ADVANCES  UNACCOUNTED  FOR 


Debit: 

Credit: 

(a)  At  the  close  of  each  fiscal 

(a)  By  journal  entry,  as  of  July  1st 

year,  by  a  closing  journal  entry, 

of  each  fiscal  year,  to  reverse  that 

with  an  amount  to  bring  the  "Sus- 

portion of  the  entry  made  as  of  June 

pense  19   Advances"  account  into 

30th  representing  cash  and/or  return 

agreement  with  the  total  of  cur- 

of advance  forms  transmitted  too  late 

rent  fiscal  year  advances  out- 

to be  recorded  on  the  Comptroller's 

standing  on  the  records  of  the 

records  in  the  fiscal  year  in  which 

Comptroller's  Division  as  of  June 

the  advance  was  made.  (Correlative 

30th.  (Correlative  Credit  -  Sus- 

Debit -  Suspense  19_  Advances) 

pense  19   Advances) 

(b)  With  amounts  representing  reduc- 

(b) At  the  close  of  each  fiscal 

tion  of  accountability  for  prior 

year,  by  a  closing  journal  entry, 

years'  advances  when  transmitted 

with  amounts  carried  as  suspended 

(either  cash  or  vouchers)  to  the 

and/or  disallowed  items  previously 

Comptroller's  Division.  (Correlative 

paid  from  advances.  (Correlative 

Debit  -  Suspense  19 Advances) 

Credit  -  Suspended  and/or  Disallow- 

ed Advances) 

The  debit  balance  of  this  account  represents  the 
total  amounts  due  the  Commonwealth  for  Advances 
Unaccounted  For  regardless  of  the  year  in  which 
such  obligations  were  first  incurred. 

This  account  will  offset  all  accounts  representing 
Suspense  19   Advances. 
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_STATE  TREASURERFEDFRAI  GRANT 


Debit: 
With  amounts  shown  on  the  Disburse- 
ments side  of  the  Cash  Book  as 
having  been  transferred  to  the 
State  Treasurer  representing  Fed- 
eral Grant  receipts.   (Correla- 
tive Credit  -  Cash) 


Credit: 
At  the  close  of  each  month  with  the 
total  amount  of  bills  passed  for 
payment,  as  recorded  on  the  Budg- 
etary Control  Register,  chargeable 
to  federal  grant  accounts.  (Cor- 
relative Debit  -  Federal  Grant  Fund) 


The  debit  balance  represents  the  balance 
of  cash  on  deposit  with  the  State  Treas- 
urer on  account  of  federal  grants. 


FEDERAL  GRANT  FUND 


Debit: 
At  the  close  of  each  month  with 
the  total  amount  of  bills  passed 
for  payment,  as  recorded  on  the 
Budgetary  Control  Register, 
chargeable  to  federal  grant  ac- 
counts (Correlative  Credit  -  State 
Treasurer  Federal  Grant) 


Credit: 
With  the  amount  of  cash  received  to 
be  deposited  with  the  State  Treas- 
urer, in  accordance  with  the  provis- 
ions of  a  Federal  Grant  account, 
as  shown  on  the  receipts  side  of  the 
Cash  Book.  (Correlative  Debit  -  Cash) 


The  credit  balance  represents  the  un- 
expended balance  of  federal  grant  accounts. 
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DEFICIENCY  APPROPRIATION 


Debit: 

(a)  By  journal  entry  with  the 
amount(s)  transmitted  to  the 
State  Treasurer  as  refund(s)  of 
current  fiscal  year  deficiency 
payments  from  an  appropriation 
for  this  purpose.  (Correlative 
Credit  -  Prior  Fiscal  Years' 
Expenses) 

(b)  By  journal  entry  with  the 
amount(s)  transmitted  to  the 
State  Treasurer  as  refund(s)  of 
current  fiscal  year  deficiency 
payments  from  a  deficiency  ap- 
propriation authorized  by  the 
Legislature.  (Correlative  Cre- 
dit -  Prior  Fiscal  Years'  De- 
ficiencies) 

(c)  At  the  close  of  the  fiscal 
year,  by  a  closing  journal  entry, 
to  close  the  balance  of  this  ac- 
count. (Correlative  Credit  - 
Prior  Fiscal  Years'  Expenses  and/ 
or  Prior  Fiscal  Years'  Deficien- 
cies) 


Credit: 

(a)  To  record  by  journal  entry  upon 
receipt  of  Daily  Statement  of  Trans- 
actions stamped  "Prior  Fiscal  Years' 
Expenses"  the  amount  of  deficiency 
payments  paid  from  appropriation 
made  available  for  this  purpose. 
(Correlative  Debit  -  Prior  Fiscal 
Years'  Expenses) 

(b)  To  record  by  journal  entry  upon 
receipt  of  Daily  Statement  of  Trans- 
actions stamped  "Prior  Fiscal  Years' 
Deficiencies"  the  amount  of  defi- 
ciency payments  paid  from  a  defi- 
ciency appropriation  authorized  by 
the  Legislature.  (Correlative  Deb- 
it -  Prior  Fiscal  Years'  Deficien- 
cies) 


The  credit  balance  before  closing  represents  the 
net  amount  of  deficiencies  paid  from  the  appro- 
priation made  available  for  the  payment  of  prior 
years'  charges  and/or  from  a  deficiency  appropria- 
tion authorized  by  the  Legislature.  There  should 
be  no  balance  in  this  account  after  closing. 
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PRIOR  FISCAL  YEARS'  EXPENSES 


Debit: 
To  record  by  journal  entry  upon 
receipt  of  Daily  Statement  of 
Transactions  stamped  "Prior  Fis- 
cal Years'  Expenses"  the  amount 
of  deficiency  payments  paid  from 
appropriation  made  available  for 
this  purpose.   (Correlative  Cre- 
dit -  Deficiency  Appropriation) 


Credit: 

(a)  By  journal  entry  with  the 
amount(s)  transmitted  to  the  State 
Treasurer  as  refund(s)  of  current 
fiscal  year  deficiency  payments 
from  an  appropriation  for  this  pur- 
pose. (Correlative  Debit  -  Deficien^ 
cy  Appropriation) 

(b)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  to  close 
the  balance  of  this  account.  (Cor- 
relative Debit  -  Deficiency  Appro- 
priation) 


The  debit  balance  before  closing  represents 
the  net  amount  of  deficiencies  submitted  to 
the  Comptroller's  Division  which  were  paid 
from  the  appropriation  made  available  for 
the  payment  of  prior  years'  charges.  There 
should  be  no  balance  in  this  account  after 
closing. 


Note:  When  amounts  are   transmitted  to  the  State 
Treasurer  as  refunds  of  current  year  pay- 
ments of  Prior  Fiscal  Years'  Expenses,  the 
required  information  should  be  inserted  in 
the  spaces  provided  in  the  "Current  Year 
Refunds  (except  Payroll)"  section  of  the 
Receipts  Voucher  using  as  the  Receipt  Ac- 
count Number,  2485-93-06-10  -  Current  Year 
Refunds  -  Prior  Fiscal  Years'  Expenses. 
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PRIOR  FISCAL  YEARS'  DEFICIENCIES 


Debit: 
To  record  by  journal  entry  upon 
receipt  of  Daily  Statement  of 
Transactions  stamped  "Prior  Fis- 
cal Years'  Deficiencies"  the 
amount  of  deficiency  payments 
paid  from  a  deficiency  appro- 
priation authorized  by  the  Leg- 
islature. (Correlative  Credit  - 
Deficiency  Appropriation) 


Credit: 

(a)  By  journal  entry  with  the 
amount(s)  transmitted  to  the  State 
Treasurer  as  refund(s)  of  current 
fiscal  year  deficiency  payments 
from  a  deficiency  appropriation 
authorized  by  the  Legislature. 
(Correlative  Debit  -  Deficiency 
Appropriation) 

(b)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  to  close 
the  balance  of  this  account.  (Cor- 
relative Debit  -  Deficiency  Appro- 
priation) 


The  debit  balance  before  closing  represents 
the  net  amount  of  deficiencies  submitted  to 
the  Comptroller's  Division  which  were  paid 
from  a  deficiency  appropriation  authorized 
by  the  Legislature. 

Note:  When  amounts  are  transmitted  to  the  State 
Treasurer  as  refunds  of  current  year  pay- 
ments of  Prior  Years'  Deficiencies,  the 
required  information  should  be  inserted 
in  the  spaces  provided  in  the  "Current 
Year  Refund  (except  Payroll)"  section  of 
the  Receipts  Voucher  using  the  proper  Re- 
ceipt Account  Number  for  the  fund  affected, 
2485-93-07-10  for  deficiencies  incurred  in 
accounts  within  the  General  Fund,  etc. 
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STATE  TREASURER  TRUST  FUND  ACCOUNT 


Debit: 

(a)  With  the  amounts  shown  on  the 
Cash  Disbursements  side  of  the 
Cash  Book  as  having  been  trans- 
ferred to  the  State  Treasurer  re- 
presenting trust  fund  receipts. 
(Correlative  Credit  -  Cash) 

(b)  Upon  receipt  of  official  noti- 
fication from  the  Comptroller's 
Division  with  the  amounts  of  trust 
fund  cash  received  directly  by  the 
State  Treasurer.  (Correlative 
Credit  -  Expendable  Trust  Funds 

or  Non-Expendable  Trust  Funds) 

(c)  Upon  receipt  of  official  noti- 
fication from  the  Comptroller's 
Division  with  the  original  value 
of  trust  fund  investments  or  secu- 
rities sold  by  the  State  Treasurer, 
(Correlative  Credit  -  Trust  Fund 
Securities) 


Credit: 

(a)  At  the  close  of  each  month  with 
the  total  amount  of  bills  passed 
for  payment  as  recorded  in  the  bud- 
getary control  register  chargeable 
to  expendable  trust  fund  accounts. 
(Correlative  Debit  -  Expendable 
Trust  Funds) 

(b)  With  the  value  of  trust  fund 
investments  or  securities  purchased 
by  the  State  Treasurer.  (Correla- 
tive Debit  -  Trust  Fund  Securities) 


The  debit  balance  represents  the  balance  of 
cash  on  deposit  with  the  State  Treasurer  for 
Expendable  and  Non-Expendable  Trust  Funds. 
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TRUST  FUND  SECURITIES 


Debit: 

(a)  With  the  value  of  investments, 
securities,  bankbooks,  etc.,  re- 
ceived and  deposited  with  the 
State  Treasurer  in  accordance  with 
the  provisions  of  a  specific  trust, 
(Correlative  Credit  -  Non-Expend- 
able Trust  or  Expendable  Trust 
Funds) 

(b)  With  the  value  of  trust  fund 
investments  or  securities  pur- 
chased by  the  State  Treasurer. 
(Correlative  Credit  -  State  Treas- 
urer Trust  Fund  Account) 


Credit: 

Upon  receipt  of  official  notifi- 
cation from  the  Comptroller's 
Division  with  the  original  value 
of  trust  fund  investments  or  se- 
curities sold  by  the  State  Treas- 
urer. (Correlative  Debit  -  State 
Treasurer  Trust  Fund  Account) 


The  debit  balance  represents  the  value 
of  Trust  Fund  Securities  on  deposit  with 
the  State  Treasurer. 
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Debit: 
At  the  close  of  each  month  with 
the  total  amount  of  bills  passed 
for  payment  as  recorded  in  the 
budgetary  control  register  charge- 
able to  expendable  trust  fund  ac- 
counts.  (Correlative  Credit  - 
State  Treasurer  Trust  Fund  Account) 


Credit: 

(a)  With  the  value  of  investments, 
securities,  bankbooks,  etc.,  re- 
ceived and  deposited  with  the  State 
Treasurer  in  accordance  with  the 
provisions  of  a  specific  trust,  as 
an  amount  which  is  expendable. 
(Correlative  Debit  -  Trust  Fund 
Securities) 

(b)  With  the  amount  of  cash  received 
as  principal  to  be  deposited  with 
the  State  Treasurer  in  accordance 
with  the  provisions  of  a  specific 
trust  and  which  is  expendable. 
(Correlative  Debit  -  Cash) 

(c)  With  the  amount  of  cash  received 
to  be  deposited  with  the  State  Treas- 
urer in  accordance  with  the  provi- 
sions of  a  specific  trust  represent- 
ing income  on  Trust  Fund  deposits 
which  is  expendable.  (Correlative 
Debit  -  Cash) 

(d)  With  the  amount  of  School  Lunch 
Program  and  similar  type  receipts 
received  to  be  deposited  with  the 
State  Treasurer.  (Correlative  Debit  - 
Cash) 

(e)  Upon  receipt  of  official  notifi- 
cation from  the  Comptroller's  Division 
with  the  amounts  of  trust  fund  cash 
received  directly  by  the  State  Treas- 
urer which  is  expendable.  (Correla- 
tive Debit  -  State  Treasurer  Trust 
Fund  Account) 


The  credit  balance  represents  the  amount  of 
securities  and/or  cash  on  deposit  with  the 
State  Treasurer  which  is  expendable. 
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NON-EXPENDABLE  TRUST  FUNDS 


Credit: 

(a)  With  the  value  of  investments, 
securities,  bankbooks,  etc.  received 
and  deposited  with  the  State  Treas- 
urer in  accordance  with  the  provi- 
sions of  a  specific  trust,  as  an  a- 
mount  of  principal  which  cannot  be 
expended.  (Correlative  Debit  -  Trust 
Fund  Securities) 

(b)  With  the  amount  of  cash  received 
to  be  deposited  with  the  State  Treas- 
urer in  accordance  with  the  provisions 
of  a  specific  trust,  as  an  amount  of 
principal  which  cannot  be  expended. 
(Correlative  Debit  -  Cash) 

(c)  Upon  receipt  of  official  notifi- 
cation from  the  Comptroller's  Division 
with  the  amounts  of  trust  fund  cash 
received  directly  by  the  State  Treas- 
urer which  is  not  expendable. 
(Correlative  Debit  -  State  Treasurer 
Trust  Fund  Account) 


The  credit  balance  represents  the  amount  of 
securities  and/or  cash  on  deposit  with  the 
State  Treasurer  which  is  not  expendable. 
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SJAILIMMURER_FUND  ACCOUNT 


Debit: 

(a)  With  amounts  shown  on  the  Cash 
Book  as  having  been  transferred  to 
the  State  Treasurer  representing 
unclaimed  wages,  unpaid  checks  and 
all  other  items  which,  by  their 
nature,  indicate  that  they  are 
trust  accounts.   (Correlative 
Credit  -  Cash) 

(b)  Upon  receipt  of  notification 
from  the  Comptroller's  Division 
with  the  amounts  received  direct- 
ly by  the  State  Treasurer  on  ac- 
count of  trust  fund  accounts. 
(Correlative  Credit  -  Sundry  Trust 
Funds) 


Credit: 

(a)  With  amounts  paid  on  account 
of  items  of  a  trust  fund  nature, 
by  the  State  Treasurer  on  author- 
ization from  the  spending  agency  or 
department.  (Correlative  Debit  - 
Sundry  Trust  Funds) 

(b)  By  journal  entry  at  the  end  of 
each  fiscal  year  by  means  of  which 
the  balance  of  the  unclaimed  wage 
fund,  unpaid  check  fund,  and  similar 
fund  accounts  are  closed  out.  (Cor- 
relative Debits  -  Unclaimed  Wage  Fund 
Unpaid  Check  Fund  and/or  Other  Fund 
Accounts) 


The  debit  balance  represents  the  total 
cash  in  the  State  Treasury  on  account 
of  sundry  items  held  in  trust. 

Note:  This  account  will  be  offset  by  such 
accounts  as  Unclaimed  Wage  Fund,  Un- 
paid Check  Fund,  Patients'  Unclaimed 
Funds,  Prisoners'  Unclaimed  Funds, 
etc.  For  the  recording  of  Expendable 
and  Non-Expendable  Trust  Funds,  includ- 
ing School  Lunch  Program,  see  State 
Treasurer  Trust  Fund  Account. 
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UNCLAIMED  WAGE  FUND 


Debit: 

By  journal  entry  at  the  end  of 
each  fiscal  year  to  close  out  the 
balance  of  this  account.  (Correla- 
tive Credit  -  State  Treasurer  Fund 
Account) 


Credi  t: 
With  amount  of  salaries  or  wages 
shown  on  the  receipts  side  of  the 
Cash  Book  as  due  former  employees 
who  cannot  be  located.  (Correla- 
tive Debit  -  Cash) 


The  credit  balance  before  closing  represents 
the  amount  transmitted  to  the  State  Treasurer 
during  the  current  fiscal  year  to  be  credited 
to  the  Unclaimed  Wage  Fund.  There  should  be 
no  balance  in  this  account  after  closing. 


UNPAID  CHECK  FUND 


Debit: 

By  journal  entry  at  the  end  of 
each  fiscal  year  to  close  out  the 
balance  of  this  account.  (Correla- 
tive Credit  -  State  Treasurer  Fund 
Account) 


Credi  t : 

With  the  amount  of  checks  drawn 
but  which  had  not  been  presented 
at  the  bank  for  payment  prior  to 
the  acceptqnce  of  the  "Stop  Pay- 
ment" order  by  the  bank.  (Correla- 
tive Debit  -  Cash) 


The  credit  balance  before  closing  represents 
the  amount  transmitted  to  the  State  Treasurer 
during  the  current  fiscal  year  to  be  credited 
to  the  Unpaid  Check  Fund.  There  should  be  no 
balance  in  this  account  after  closing. 
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PATIENTS'  UNCLAIMED  FUNDS 


Debit: 
By  journal  entry  at  the  end  of 
each  fiscal  year  to  close  out 
the  balance  of  this  account. 
(Correlative  Credit  -  State 
Treasurer  Fund  Account) 


Credit: 
With  amounts  paid  to  the  State 
Treasurer  from  Patients'  Funds  for 
monies  for  those  patients  who  have 
been  discharged  or  otherwise  left 
and,  which  shall  have  remained  un- 
claimed for  more  than  seven  years 
(G.  L.  (Ter.  Ed.)  C.  123,  S.  27, 
C.  Ill,  S.  65D)  (Correlative  Debit 
Cash) 


The  balance  of  this  account  during  the  year 
would  be  offset  by  the  State  Treasurer  Fund 
Account. 

The  credit  balance  before  closing  represents 
the  amount(s)  transmitted  to  the  State  Treas- 
urer during  the  current  fiscal  year.  There 
should  be  no  balance  in  this  account  after 
closing. 

Note:  Amounts  not  in  excess  of  fifty  dollars, 
of  former  patients  of  mental  health 
facilities,  may  be  deposited  with  the 
State  Treasurer  immediately. 
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PRISONERS'  UNCLAIMED  FUNDS 


Debit: 

By  journal  entry  at  the  end  of 
each  fiscal  year  to  close  out 
the  balance  of  this  account. 
(Correlative  Debit  -  State  Treas- 
urer Fund  Account) 


Credit: 

With  amounts  paid  to  the  State 
Treasurer  from  the  Inmates'  Fund 
Account  for  monies  for  those  pri- 
soners who  have  died  or  have  been 
discharged  or  have  escaped  from 
any  correctional  institution  of 
the  Commonwealth  and  which  monies 
have  been  held  for  more  than  two 
years.   (G.  L.  (Ter.  Ed.)  C.  127, 
S.  96A)  (Correlative  Debit  -  Cash) 


The  balance  in  this  account  during  the  year  would 
be  offset  by  the  State  Treasurer  Fund  Account. 

The  credit  balance  before  closing  represents  the 
amount(s)  transmitted  to  the  State  Treasurer 
during  the  current  fiscal  year.  There  should  be 
no  balance  in  this  account  after  closing. 
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BID  DEPOSITS 


Debit: 

(a)  With  amounts  returned  to  de- 
positors. (Correlative  Credit  - 
Cash  or  Bid  Deposit  Cash) 

(b)  With  amounts  of  deposits 
forfeited.  (Correlative  Cre- 
dit -  Cash  or  Bid  Deposit  Cash) 


Credit: 
With  amounts  received  as  bid  de- 
posits and/or  deposits  for  plans 

•  and  specifications.   (Correlative 
Debit  -  Cash  or  Bid  Deposit  Cash) 


The  credit  balance  represents  the  total  of 
bid  deposits  and/or  deposits  for  plans  and 
specifications  on  hand. 


Note  No.  1 


Separate  cash  records  should 
be  maintained  if  warranted  by 
the  volume  of  transactions. 


Note  No.  2: 


Forfeited  deposits  must  be 
transmitted  to  the  State 
Treasurer  forthwith. 
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BID  DEPOSIT  CASH 


Debit: 

Credit: 

With  amounts  received  as  bid  de- 

(a) With  amounts  returned  to  de- 

posits and/or  deposits  for  plans 

positors.  (Correlative  Debit  - 

and  specifications.  (Correlative 

Bid  Deposits) 

Credit  -  Bid  Deposits) 

s 

(b)  With  amounts  of  deposits  for- 

feited. (Correlative  Debit  -  Bid 

Deposits) 

The  debit  balance  represents  the  total  of 
bid  deposits  and/or  deposits  for  plans  and 
specifications  on  hand. 

Note:  This  account  is  maintained  when  the 
volume  of  activity  warrants  the  use 
of  separate  cash  records  for  bid  de- 
posits and/or  deposits  for  plans  and 
specifications. 
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STATE  AID  TO  STUDENTS 


Debit: 
With  amounts  expended  on  account 
of  aid  to  certain  pupils  in  state 
colleges.  (Correlative  Credit  - 
Cash) 


Credit: 
With  proportionate  amounts  received 
from  the  Department  of  Education 
appropriation  for  aid  to  certain 
pupils  in  state  colleges,  per  G.  L. 
(Ter.  Ed.)  C.  73,  S.  5. 
(Correlative  Debit  -  Cash) 


The  credit  balance  represents  the  unexpended 
amount  on  hand  available  for  expenditure  on 
behalf  of  aid  to  certain  pupils. 
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LAND  OR  BUILDINGS  AND  STUCTURES* 


Debit: 

(a)  With  the  assessed  value  of  the 
asset  at  the  time  of  acquisition. 
(Correlative  Credit  -  Real  Estate) 

(b)  With  the  net  increase  in  total 
assessed  valuations.  (Correlative 
Credit  -  Real  Estate) 


Credit: 

With  the  net  decrease  in  total 
assessed  valuations.  (Correlative 
Debit  -  Real  Estate) 


The  debit  balance  represents  the  total  assessed 
valuation  of  land,  etc.,  owned  by  the  Common- 
wealth and  under  the  control  of  the  agency. 

*  A  separate  account  will  be  kept  for  Land, 
Buildings  and  Structures;  and  where  appli- 
cable, State  Forests;  Docks;  Piers  and 
Wharves;  Flats  and  Telephone  and  Power 
Lines. 


REAL  ESTATE 


Debit: 

With  the  net  decrease  in  total 
assessed  valuations.  (Correla- 
tive Credit  -  Sundry  Asset  Ac- 
counts) 


Credit: 

(a)  With  the  assessed  value  of  the 
asset  at  the  time  of  acquisition. 
(Correlative  Debit  -  Sundry  Asset 
Accounts) 


(b)  With  the  net  increase  in  total 
assessed  valuations.  (Correlative 
Debit  -  Sundry  Asset  Accounts) 


The  credit  balance  represents  the  total 
assessed  valuation  of  all  Real  Estate 
owned  by  the  Commonwealth  and  under  the 
control  of  the  agency. 
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ESCROW  RETIREMENT  FUND  CASH 


Debit: 
With  the  monthly  total  deductions 
for  retirement  purposes  from  those 
employees  in  their  first  six 
months  of  service  in  the  institu- 
tions of  the  Departments  of  Mental 
Health,  Public  Health  and  Youth 
Services  as  reflected  by  the 
Escrow  Retirement  column  of  the 
payroll  and  recorded  on  the  re- 
ceipts side  of  the  Escrow  Re- 
tirement Fund  cash  book.  (Cor- 
relative Credit  -  Escrow  Re- 
tirement Fund) 


Credit: 

(a)  With  amounts  paid  to  employees 
whose  services  terminated  prior  to 
the  completion  of  six  month's  ser- 
vice as  shown  in  total  each  month 
on  the  disbursements  side  of  the 
Escrow  Retirement  Fund  cash  book. 
(Correlative  Debit  -  Escrow  Retire- 
ment Fund) 

(b)  With  the  cumulative  total  deduc- 
tions from  the  pay  of  employees 
during  their  first  six  months  of 
service,  transmitted  to  the  Board 
of  Retirement  at  the  end  of  the 
month  during  which  their  six 
month's  period  of  service  was  com- 
pleted. This  amount  will  have 

been  reflected  on  the  disbursements 
side  of  the  Escrow  Retirement  Fund 
cash  book.  (Correlative  Debit  - 
Escrow  Retirement  Fund) 


The  debit  balance  at  the  end  of  the  month  repre- 
sents the  aggregate  deductions  from  payroll  for 
retirement  purposes  of  those  employees  in  their 
first  six  months  of  service  as  represented  by  the 
employees'  Escrow  Retirement  Deductions  cards  in 
the  escrow  file. 
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ESCROW  RETIREMENT  FUND 


Debit: 

Credit: 

(a)  With  the  amounts  returned  to 

With  the  monthly  total  deductions 

employees  whose  services  ter- 

for retirement  purposes  from 

minated  prior  to  the  completion  of 

those  employees  in  the  first  six 

six  months'  service  as  shown  in 

months  of  service  in  the  institu- 

total each  month  on  the  disburse- 

tions of  the  Departments  of  Mental 

ments  side  of  the  Escrow  Retirement 

Health,  Public  Health  and  Youth 

Fund  cash  book.  (Correlative 

Services  as  reflected  by  the  Escrow 

Credit  -  Escrow  Retirement  Fund 

Retirement  column  of  the  payroll 

Cash) 

and  recorded  on  the  receipts  side 

of  the  Escrow  Retirement  Fund  cash 

(b)  With  the  cumulative  total  de- 

book. (Correlative  Debit  -  Escrow 

ductions  from  the  pay  of  employees 

Retirement  Fund  Cash) 

during  their  first  six  months  of 

service,  transmitted  to  the  Board 

of  Retirement  at  the  end  of  the 

month  during  which  their  six  months' 

period  of  service  was  completed. 

This  amount  will  have  been  reflected 

on  the  disbursements  side  of  the 

Escrow  Retirement  Fund  cash  book. 

(Correlative  Credit  -  Escrow  Re- 

tirement Fund  Cash) 

' 

The  credit  balance  at  the  end  of  the  month 
represents  the  aggregate  deductions  from 
payroll  for  retirement  purposes  of  those 
employees  in  their  first  six  months  of  ser- 
vice as  represented  by  the  employees' 
Escrow  Retirement  Deductions  cards  in  the 
escrow  file. 
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INMATES'  FUND  CASH 


Debit: 
At  the  end  of  each  month  with 
the  total  amount  of  inmates' 
personal  funds  deposited  with 
the  institution  treasurer  as 
shown  on  the  receipts  side  of 
the  Inmates"  Fund  Cash  Book. 
(Correlative  Credit  -  Inmates1 
Fund  Account) 


Credit: 

(a)  At  the  end  of  each  month  with 
the  total  amount  of  authorized  with- 
drawals of  inmates'  personal  funds 
as  shown  on  the  disbursements  side 
of  the  Inmates'  Fund  Cash  Book. 
(Correlative  Debit  -  Inmates'  Fund 
Account) 

(b)  With  the  total  amount  of  inmates' 
personal  funds  withdrawn  by  the  insti 
tution  treasurer  to  be  credited  to 
Prisoners'  Unclaimed  Funds  as  shown 
in  total  at  the  end  of  each  month 

on  the  disbursements  side  of  the  In- 
mates' Fund  Cash  Book.  (Correlative 
Debit  -  Inmates'  Fund  Account) 


The  debit  balance  represents  the  amount  of  inmates' 
personal  funds  on  hand  with  the  institution  treasurer, 


42 


INMATES'  FUND  ACCOUNT 


Debit: 

(a)  At  the  end  of  each  month  with 
the  total  amount  of  authorized 
withdrawals  of  inmates'  personal 
funds  as  shown  on  the  disburse- 
ments side  of  the  Inmates'  Fund 
Cash  Book.   (Correlative  Credit  - 
Inmates'  Fund  Cash) 

(b)  With  the  total  amount  of  in- 
mates' personal  funds  withdrawn  by 
the  institution  treasurer  to  be 
credited  to  Prisoners'  Unclaimed 
Funds  as  shown  in  total  at  the 
end  of  each  month  on  the  disburse- 
ments side  of  the  Inmates'  Fund 
Cash  Book.   (Correlative  Credit  - 
Inmates '  Fund  Cash) 


Credit: 
At  the  end  of  each  month  with  the 
total  amount  of  inmates'  personal 
funds  deposited  with  the  institu- 
tion treasurer  as  shown  on  the  re- 
ceipts side  of  the  Inmates'  Fund 
Cash  Book.  (Correlative  Credit  - 
Inmates'  Fund  Cash) 


The  credit  balance  represents  the  amount 
of  inmates'  personal  funds  on  hand  with 
the  institution  treasurer. 
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PATIENTS'  FUND  CASH 


Debit: 
With  the  total  amount  of  patients 
personal  funds  left  for  safe- 
keeping during  the  month  with  the 
institution  treasurer  as  shown  in 
total  at  the  end  of  each  month  on 
the  receipts  side  of  the  Patients 
Fund  Cash  Book.   (Correlative 
Credit  -  Patients'  Fund  Account) 


Credit: 

(a)  With  the  total  amount  of 
patients'  personal  funds  withdrawn 
from  the  institution  treasurer  on 
written  order  of  the  patients  as 
shown  in  total  at  the  end  of  each 
month  on  the  disbursements  side  of 
the  Patients'  Fund  Cash  Book. 
(Correlative  Debit  -  Patients' 
Fund  Account) 

(b)  With  the  total  amount  of 
patients'  personal  funds  withdrawn 
by  the  institution  treasurer  to  be 
credited  to  Patients'  Unclaimed 
Funds  as  show  in  total  at  the  end 
of  each  month  on  the  disbursements 
side  of  the  Patients'  Fund  Cash 
Book.  (Correlative  Debit  - 
Patients'  Fund  Account) 


The  debit  balance  represents  the  amount 
of  patients'  personal  funds  on  hand  with 
the  institution  treasurer. 

Note:  The  individual  items  of  receipt 
and  disbursement  are. recorded  in  the 
patients'  fund  cash  book  and  the  totals 
for  each  month  are  entered  in  the  gen- 
eral cash  book  following  the  regular 
monthly  closing. 
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PATIENTS'  FUND  ACCOUNT 


Debit: 

Credit: 

(a)  With  the  total  amount  of 

With  the  total  amount  of  patients' 

patients'  personal  funds  withdrawn 

personal  funds  left  for  safe- 

from the  institution  treasurer  on 

keeping  during  the  month  with  the 

written  order  of  the  patients  as 

institution  treasurer  as  shown  in 

shown  in  total  at  the  end  of  each 

total  at  the  end  of  each  month  on 

month  on  the  disbursements  side  of 

the  receipts  side  of  the  Patients' 

the  Patients'  Fund  Cash  Book. 

Fund  Cash  Book.  (Correlative 

(Correlative  Credit  -  Patients' 

Debit  -  Patients'  Fund  Cash) 

Fund  Cash) 

(b)  With  the  total  amount  of 

patients'  personal  funds  withdrawn 

by  the  institution  treasurer  to  be 

credited  to  Patients'  Unclaimed 

Funds  as  shown  in  total  at  the  end 

of  each  month  on  the  disbursements 

side  of  the  Patients'  Fund  Cash 

Book.  (Correlative  Credit  - 

Patients '  Fund  Cash) 

The  credit  balance  represents  the  amount  of 
patients'  personal  funds  on  hand  with  the 
institution  treasurer. 

Note:  The  individual  items  of  receipt  and 
disbursement  are  recorded  in  the  patients' 
fund  cash  book  and  the  totals  for  each  month 
are  entered  in  the  general  cash  book  follow- 
ing the  regular  monthly  closing. 
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BOND  FUND  CASH 


Debit: 

i  At  the  close  of  each  month  with  the 
total  cash  received  from  employees 
to  apply  on  purchase  of  Savings 
Bonds  as  shown  on  the  receipts  side 
of  the  Bond  Fund  Cash  Book. 
(Correlative  Credit  -  Bond  Fund 
Deposits) 


Credit: 
At  the  close  of  each  month  with 
the  total  amount  paid  for  Savings 
Bonds  for  employees,  or  refunds 
to  employees  when  requested,  as 
recorded  on  the  disbursements  side 
of  the  Bond  Fund  Cash  Book. 
(Correlative  Debit  -  Bond  Fund 
Deposits) 


The  debit  balance  represents  the  total  amounts 
held  in  trust  for  the  purchase  of  Savings  Bonds 
for  employees. 

Note:  At  the  end  of  each  month  the  total  amount 
withheld  from  employees'  salaries  or  wages  for 
the  purpose  of  buying  Savings  Bonds  will  be  with- 
drawn by  check  and  deposited  in  a  separate  bank 
account  to  be  known  as  Bond  Fund  Deposits.  This 
check  will  also  be  recorded  on  the  receipts  side 
of  the  Bond  Fund  Cash  Book. 
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BOND  FUND  DEPOSITS 


Debit: 
At  the  close  of  each  month  with  the 
total  amount  paid  for  Savings  Bonds 
for  employees,  or  refunds  to  em- 
ployees when  requested,  as  recorded 
on  the  disbursements  side  of  the 
Bond  Fund  Cash  Book.   (Correlative 
Credit  -  Bond  Fund  Cash) 


Credit: 
At  the  close  of  each  month  with  the 
total  cash  received  from  employees 
to  apply  on  purchases  of  Savings 
Bonds  as  shown  on  the  receipts  side 
of  the  Bond  Fund  Cash  Book. 
(Correlative  Debit  -  Bond  Fund  Cash) 


The  credit  balance  represents  the  total  amount 
held  in  trust  for  the  purchase  of  Savings  Bonds 
for  employees. 

Note:  At  the  end  of  each  month  the  total  amount 
withheld  from  employees'  salaries  or  wages  for 
the  purpose  of  buying  Savings  Bonds  will  be 
withdrawn  by  check  and  deposited  in  a  separate 
bank  account  to  be  known  as  Bond  Fund  Deposits. 
This  check  will  also  be  recorded  on  the  receipts 
side  of  the  Bond  Fund  Cash  Book. 
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FARM  PRODUCTION 


Debit: 

(a)  To  adjust  the  value  of  the 
current  year's  production  on  hand 
in  farm  storage,  if  prices  result 
in  a  net  decrease  in  the  inventory. 
(Correlative  Credit  -  Farm  Storage) 

(b)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  to  close 
this  account  to  Clearing  Account 
Prior  Farm  Storage.  (Correlative 
Credit  -  Clearing  Account  Prior 
Farm  Storage) 


Credit: 

(a)  At  the  close  of  each  month  with 
the  total  value  of  farm  production 
during  the  month  as  shown  on  form 
CD-36C  "Summary"  form.  (Correlative 
Debit  -  Farm  Storage) 

(b)  To  adjust  the  value  of  the  . 
current  year's  production  on  hand 
in  farm  storage,  if  prices  result 
in  a  net  increase  in  the  inventory. 
(Correlative  Debit  -  Farm  Storage) 


The  credit  balance  before  closing  represents 
the  total  value  of  farm  products  grown  or  pro- 
duced during  the  current  fiscal  year.  There 
should  be  no  balance  in  this  account  after 
closing. 
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FARM  STORAGE 


Debit: 

(a)  The  beginning  balance  is  the 
value  of  farm  products  on  hand  in 
farm  storage  at  the  close  of  the 
prior  fiscal  year.  (Correlative 
Credit  -  Clearing  Account  Prior 
Farm  Storage) 

(b)  At  the  close  of  each  month 
with  the  total  value  of  farm  pro- 
duction during  the  month  as  shown 
on  form  CD-36C  "Summary"  form. 
(Correlative  Credit  -  Farm  Pro- 
duction) 

(c)  To  adjust  the  value  of  farm 
products  in  farm  storage,  if 
prices  result  in  a  net  increase 
in  the  inventory.  (Correlative 
Credit  -  Farm  Production  or  Clear- 
ing Account  Prior  Farm  Storage) 


Credit: 

(a)  With  the  value  of  all  farm 
products  used  during  the  month  in- 
cluding sales,  shrinkage  and  issues, 
whether  sent  to  institution  store- 
room or  fed  to  the  farm  animals, 

as  shown  on  form  CD-36C  "Summary" 
form.  (Correlative  Debit  -  Farm 
Products  Used) 

(b)  To  adjust  the  value  of  farm 
products  in  farm  storage,  if 
prices  result  in  a  net  decrease  in 
the  inventory.  (Correlative  Debit  - 
Farm  Production  or  Clearing  Account 
Prior  Farm  Storage) 


The  debit  balance  represents  the  total 
value  of  farm  products  on  hand  in  farm 
storage. 
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™^RQDUCT^TOSTOREROOM 


Debit: 
At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  with 
amount  to  close  the  balance  of 
this  account.   (Correlative  Cre- 
dit -  Clearing  Account  Mainten- 
ance Appropriation) 


Credit: 

At  the  close  of  each  month  with  the 
value  of  farm  products  transferred 
to  the  institution  storeroom. 
(Correlative  Debit  -  Materials  and 
Supplies) 


The  credit  balance  before  closing  represents 
the  total  value  of  farm  products  sent  to  the 
institution  storeroom  during  the  current  fis- 
cal year.  There  should  be  no  balance  in  this 
account  after  closing. 


FARM  PRODUCTS  ISSUED  FROM  STOREROOM 


Debit: 

(a)  At  the  close  of  each  month 
with  the  total  value  of  farm 
products  issued  from  stock  as 
listed  in  the  trial  balance  of 
the  Stock  Ledger.  (Correlative 
Credit  -  Materials  and  Supplies) 


Credit: 

(a)  At  the  end  of  the  fiscal  year 
to  close  the  balance  of  this  ac- 
count (Correlative  Debit  -  Clear- 
ing Account  Maintenance  Appropri- 
ation) 


The  debit  balance,  before  closing,  represents 
the  farm  product  issues  from  stock  during  the 
the  current  fiscal  year.  There  should  be  no 
balance  after  closing. 
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FARM  PRODUCTS  USED 


Debit: 

With  the  value  of  all  farm  products 
used  during  the  month  including 
sales,  shrinkage  and  issues, 
whether  sent  to  institution  store- 
room or  fed  to  the  farm  animals, 
as  shown  on  form  CD-36C  "Summary" 
form.  (Correlative  Credit  -  Farm 
Storage) 


Credit: 

At  the  close  of  the  fiscal  year  by  a 
closing  journal  entry  to  close  the 
balance  of  this  account.  (Correlative 
Debit  -  Clearing  Account  Prior  Farm 
Storage) 


The  debit  balance  before  closing  represents 
the  total  value  of  farm  products  used  during 
the  current  fiscal  year.  There  should  be  no 
balance  in  this  account  after  closing. 


CLEARING  ACCOUNT  PRIOR  FARM  STORAGE 


Debit: 

(a)  To  adjust  the  value  of  prior 
years'  production  on  hand  in  farm 
storage,  if  prices  result  in  a  net 
decrease  in  the  inventory  at  the 
beginning  of  the  fiscal  year. 
(Correlative  Credit  -  Farm  Storage) 

(b)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  with  the 
balance  of  the  Farm  Products  Used 
account.  (Correlative  Credit  - 
Farm  Products  Used) 


Credit: 

(a)  The  beginning  balance  is  the 
value  of  farm  products  on  hand  in 
farm  storage  at  the  close  of  the 
prior  fiscal  year.  (Correlative 
Debit  -  Farm  Storage) 

(b)  To  adjust  the  value  of  prior 
years'  production  on  hand  in  farm 
storage,  if  prices  result  in  a  net 
increase  in  the  inventory  at  the 
beginning  of  the  fiscal  year. 
(Correlative  Debit  -  Farm  Storage) 

(c)  At  the  close  of  the  fiscal  year 
by  a  closing  journal  entry  with  the 
balance  of  the  Farm  Production  ac- 
count.  (Correlative  Debit  -  Farm 
Production) 


The  credit  balance  before  closing  represents 
the  value  of  farm  products  on  hand  in  farm 
storage  at  the  beginning  of  the  fiscal  year. 

The  credit  balance  after  closing  represents 
the  value  of  farm  products  on  hand  in  farm 
storage  at  the  close  of  the  fiscal  year. 
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PHYSICAL  PROPERTY 


Debit: 

(a)  With  the  inventorial  value  of 
physical  property  at  the  beginning 
of  a  fiscal  year.  (Correlative 
Credit  -  Investment  in  Physical 
Property) 

(b)  Monthly  with  the  value  of  phys- 
ical property  acquisitions.  (Correl- 
ative Credit  -  Investment  in  Physical 
Property) 


Credit: 

(a)  Monthly  with  the  value  of  phys- 
ical property  dispositions.  (Cor- 
relative Debit  -  Investment  in 
Physical  Property) 


The  debit  balance  represents  the  value  of 
physical  property  as  shown  on  the  agency 
inventory  records. 

NOTE:  The  value  of  real  estate  is  not  included 
in  this  account.  See  the  General  Ledger 
account  "Real  Estate". 

INVESTMENT  IN  PHYSICAL  PROPERTY 


Debit: 

(a)  Monthly  with  the  value 
ical  property  dispositions 
relative  Credit  -  Physical 

of  phys- 

(Cor- 
Property) 

Credit: 

(a)  With  the  inventorial  value  of 
physical  property  at  the  beginning 
of  a  fiscal  year.  (Correlative 
Debit  -  Physical  Property) 

(b)  Monthly  with  the  value  of  phys- 
ical property  acquisitions.  (Cor- 
relative Debit  -  Physical  Property) 

The  credit  balance  represents  the  agency's 
investment  in  physical  property. 

NOTE:  The  assessed  value  of  real  estate  is 
shown  in  the  General  Ledger  account 
"Real  Estate". 
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